Microsoft Excel XP 

** Introduction ** 



'What Is Excel (4ZWlfit>) ° 

EXCEL g EXCEL 1 Of<r <rt??Tt ^4 055 Cff^j ^TT® Wf O ^ 'aife^vi wi i EXCEL Off 

Windows folw Application Program U Microsoft Corporation dlwiwiW's | z\f& ^ 
Spread Sheet Analysis Program djjKlktto C^TI^O) i Lotus disjoin wi?i Spread Sheet 

Analysis Program dijiorltto csttsim) i EXCEL m tO*f ^ Data 

Entry dn;. Data Analysis tsn ^t*n ostr Wf *ltr i 

'What Is Spreadsheet ) ° 

® Spread Sheet g Spread Sheet lc lr*t^ ^rtf^rttR* o°Tf (Spread dro Sheet 

of 9fpst) 1 5jpp oiosut om x of Y of oro c*it*t c*tT*t o<i<t om otbf or >wfavs os on or 
Spread Sheet. Excel ^ ^‘TN r^sps^ltfD^ orcot oo n?<m ^ Oti1%o ntHdnt wi ohr i 

Starting Ehe ‘Excel (dZWT ^H^df ) ° 

# OO? wion Microsoft EXCEL Odl d]oi5 Windows khs<r Application Program 

Microsoft EXCEL ^ nco £RO*f OOn WO fiWC^ Operating System Windows ^ Screen Open 
do Oltr^ 

S Start Click 

S Programs ^ PT^f to Select Win 03 (PI c^fa CO COOtO COC3 5 

'd' Microsoft Excel 4 Click OOCO Microsort Excel i to Excel Program Window O 5k 

« <i f^Bfs co3¥t or i 



1 ^1 File Edit View Insert Format Tools Data Window Help 

I □ close & a ^ m a •>? * m m <? 

J Arial -10 - | B I U **^11 



& * f- 61 ll 



\ & Exit 100% - GQ . 

- <0 - A - . 




► Title (Bar 




Select destination 

a8Si.nl jJ £ 



She«2 / S 

and press ENTER or choose Paste 

i l!$3 Dg IU EXCEL 2000 - Microsoft W...| | [H] Microsoft Excel Bookl 






13 C^<> 4:3G PM 



*• Menu Bar 

Standard “Tool Bar 
£ Formating Tool Bar 
Close Button 
*■ Mazimize Button 
► Mininize Button 
-► £ Formula Bar 
*- Cursor 
-> Worksheet 
-► Sheet 

-► Horizontal Scroll Bar 
-► Vertical Scroll Bar 
-+• Status Bar 
-► Windows Lash/Bar 



omok ^oc<r #0 ^ orco okfts ^oc^i i ■so otocor #lco oco w wh otw 

OfW OOWl OTCOI I WEg^r ^§T?T tlo fwrfo WPO C 5 tf I 

[ N.B: Microsoft Word 4 CW wirrdlz^ w4s OW wfTt*tWF Working Space ('GU0Z 
C^PT) Of 5?f, (Po/t Microsoft Excel 4 (Ffdfw ttirt’dlz^ w4f$ ^7W WtJl^ttZ^ Worksheet ('GJdf^fd) Of 
5?7 / Microsoft Excel ^ Worksheet ('GJdf^fH) WPtWI Microsoft Word ^ ziMS ahf<!C r -i<i ^Kfi! 
'geFft dtfd i Microsort Excel 2000 4 <Pf C^M Wlfffl Worksheet ('Sidf^fd) ?ftz^ 

Worksheet ('STtN^fH) /t : wrW 'bttct'V'b fH (M ^tlz ^ i zacwj<pfij Gwt Hzrtwdv bfl w 
vso ww $*tw firm ¥0 d? Of - w rim t rn^nr Excel 4 Cursor (wrfw) Hdt 

mwr,®%yl4 (FI*tW Cursor (Wfifc) OaSt W^WMJ (Jt GWt hwf <??f (.wfOn ntz*i ^Mr? ok 

cp*tt pw - (pm <w% or / d?^r®f 37/®^ *tinj?inis excel d? so ^ i ] 
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CUMSQS. ggft) 



O 

o 



-Jem wr*iH# wm^rt Key Board ^ ws#® Cursor Key ^ ^dfy® ^irafiy® i 

Cursor Key '®c=Ttl ^Iwln Cursor Movement <mw> i Cursor Key ^rlA® ^ira#® U e riw^ ®7^i 

f*l' s K < t s d | Cursor Movement ®hr®T^ 'srhrs i ^T$? Wft 

ip® Cursor Movement <mw> ■'Tfaw ^ts? wt "®l®T®Tf# ^ i #7M W?rs Wfa 

wrt w c^U Cursor 

4- Right Arrow Key Press Wi Cursor # ^ Cell vstiTT Uw i 

4- Left Arrow Key Press ^c®T Cursor # ^ Cell Uw i 

4- Up Arrow Key Press ^t®T Cursor # ^ Cell #*1^ Uw i 

4- Down Arrow Key Press Wl Cursor # ^ Cell UW i 

4- Home Key Press Wi Cursor # ^ Row ^ Cell ^ Uw i 

4- End Key£® Press ^^1^1 Right Arrow Key Press Cursor# if Row ®id?Udd[7?T i 

4- End Key 'C® ®R>dld Press ^ ^ilcsf Left Arrow Key Press Cursor# if Row s ®^® Wf dKd i 

4- End Key £® Press ^ ' 3 TRM Down Arrow Key Press d>dM Cursor # if Column ®Fd t?*tw died i 

4- End Key?® Press <p«t Up Arrow Key Press <M?r Cursor# if Column ^ ^rc® dcfi <il« i 

4- Page Up Key Press Wi Cursor # CdCd Utd i 

4- Page Down Key Press ^c®T Cursor # #K#ru^ c 3 ^ Utd i 

4- Ctrl + Home Key Press ^c®T Cursor # ^Fl%=r^ ^s^® dTtd i 

4- Ctrl + End Key Press Wi Cursor # Utd i 



[ NB 8^Z%*tJ C*T, Wtzw W/d/Jidd Of^t *rtv vtw ^ITM I ] 
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** File Menu ** 



1. To Create A New «Fg«T frsft Wt) g 

® File Click 
® New Click 

® Ok Click <mg o is> ^ ^ofl ^ i Microsoft Word Program '5Tt; 5 u ^rt Document 

fbwf^«irsr i 

[ NB g To Create A New Book ( 4 <rit> < 1 $ <Htt) 4 $ W®# WPMt wuvfzye *rtfw m 

Standard Tool Bar New Icon 4 W w,*fj Click W*Ht KeyBoard Key Ctrl + N Press ^ WtWFt i ] 



2. Save to the (Book Ql°^*T Wl) $ 

® wrj frsft <K<T CT wN^mi Cursor tattf 

® File Click 

® Save Click Wl Save As Dialog Box WPfW Save As Type Box 4 Microsoft Excel 

Workbook Select ^ File Name Box 4<f 'sn: s ^T ot UW Save Cdt to 

® Save Click ^ Uw ^ i Open ’ttfit i 

[ NB g Save As Dialog Box ff> WPT&t WUwfZW'3 WNZ& ‘dtR CW*M Standard Tool Bar 4W Save Icon 43 
W Click wen vN3t KeyBoard Key 4 Ctrl + S Press 43 FWN i dwyH NW®m 43^: <F^I <t^s yzy / 
fyslfos f*fwz<F3 cm3 fat i } 

3. To Ckose _A Tile Or (Book(4\3^ jt Wl) g 
® File 3\ Book Open 

® File 4 Click 

® Close Click Open File 3\ Book fi> Close ^ i wt Close Click Yes/No ^nfi> ^ 

wprm <ret ^TPTC^ ^rrra \s*Fr ^ ^ File Book 1t> Save Wt 

® Yes Click <mw> WN WU Save As Dialog Box Wf 

® No Click File 3\ Book ft> Close i 

[ NB s Close WfWf wwtC3'S <p<kw *f# c*f*R Standard Tool Bar 43 3Z3J Close 3fw (FPtt 3TC3 4$ Close 4 
Click 3*C3 *W3i KeyBoard Key Alt + F4 Press 43 3t3K3 i 333vt 3?lw®M 43$ <mr 3*3 I « yp? i R<$lRv Pfwc^ 
c<4z^ (Mst fkn i ] 



4. To Open A TiCe ^1^ C^IMt Tl ^PTf) % 

® sbtw Open Book Save File 4 

® File ^ Click 

® Open Click ^C®T Open Dialog Box WPfW CT UOT File ft> Open «« (?Tt File Location 
Wf ipst Select WS ’N 

® Open Click Save File Open i 

[ NB o Open Dialog Box /? WfifWt wtF&fcy'e wtnus *y # cwn Standard Tool Bar ^ Open Icon xt<j w/<j Click 
wza KeyBoard Key Ctrl + O Press ^ttWJt i wlw®M 4<ky <mr yzw i f^tfm fywz^ 
c<4z^ tmn f¥t i ] 
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s. Save As >iVi ^srt gtgr gggg RSRt) o 

® efRF CR RR^rfr? Rsf^PjRR 5 R°RRF R*RF Ft; C 3 # Open r>rf RF f|rRr 
® File Click 

® Save As Click R>RF RTF RTF Save As Dialog Box WTfF ®RR Save As Type Box 4 Microsoft Excel 
Workbook Select RF File Name Box 4R W CR RTF RsfR^RR 5 rsfh R^ Nt CTt RP# frcR 
® Save Click <mot$. ^ RTF Open Wf File 4R ^R# Copy rsrPf ^F i R<w'®k'® Open rf fRf ’ft# i 



6. Save As FVe6 (Page ('QWR RTtF Wl) g 

X frofbf® File fi> Web Page 4R RtRj ^f ^ Save As Web p age Option f^R ^TT^mr Irf ^R 

^RF <£|t> Option 1 t5r TRtwlR tT®fl^F File fi> Web Page 4R RCRT RF’Wf RFT RTR i Rfh ’oriRRTR Computer 
1 t5f Internet 4R R°FtR c*t n s¥f RTF 5 4R?> Internet FFF 5 RfR ^sfTRRTR RTRRT RTF 5 "®F f*l**K<M fRRR> CRF 5 
F?F fRR | 



7. Save As Workspace ft^R^lfw '<HVi 4 r>Qf R>F ^Krr^r R>RT) g 

® RRF F RFITj (4RR1RR5) RRtR 4 rTf R>F Save (^tw) RFF (7ft; R# RRt'RCR 5 Open R# f|rRr 
RR fR’QFT Open RTRRR^tR 
® File Click 

® Save As Workspace Click RRFf Save Workspace Dialog Box «TlRF ^R° Save As Type Box 4 Workspace 
FRT RTF 5 4t W^tR File Name Box 4R W CR RTF ‘RRRfRR 5 4R#® RF RifW R 5 RF Nt (Tit RP# IrF 
® Save Click rff Open RFf <pR a i'$fR ^ RlFt ^rTf vti Save (R°RRF) VR i 

8. Ho See Web (page (preview ('QFTR C^ltw (FRT) g 

® £[RF 'GTFR CMtt^Sr FRTR WRJ 4R# RRtR ftsft R# F|RRR 
® File Click 

® Web Page Preview Click RFF Internet Mode 4 Microsoft Internet Explorer Open VR i RTF 
RTCR ftoftR 5 '® File RT Book ft> RvPf® VR i 

9. (Page Setup RtfWR, r It^t t^J ifn CRfiK Wf) % 

® £[RF Page Setup RFtR wri Page 4R RCRJ crRr Ir 5 ^ IrcR f|rRr 
® File Click 

® Page Setup Click R 5 RFf 7TCR 7TCR Page Setup Dialog Box WbTCR ^RR Page Tab ^1R RtfRi Click R 5 ^, 
® Potrait Click R 5 RFf Page RAsF»TCR Print ^R ^1R° Landscape Click R 5 RFf Page ft> RlRR^R Print ^R 
(NPST ^R° RTRR ^JR^T rjjt Rf R[RfFf f*l^4>C4> fitWpTf RSR 5 ^) 

® Paper Size Box ^R RCRT Click R 5 ^ ^rfsTRT CR Size ^R Paper ^R RCRT Print R5RR (7t Size ^R Paper 
Select R5RF5 RT^ i 

® Print Quality Box ^R RCRT Click R 5 ^ WTstRT R 55 ® dpi tT® Print R5RR \®t Select r i rc'» R# i Rrr#f® 
Margins Tab 4R ^TCRT Click R>CR, 

® Top, Buttom, Left, Right, Header, Footer, twlfRR Margin Setup R>RF® RT^ i 
® Center Of Page Box 4R RFtf Horizontally r® Click ^jRR 5 (W) f^Ff FRT’QFT Horizontally 
Center ^R ^RrIrcr 5 Vertically vs Click 'jRR 5 (V) Irf FRt'QFT Vertically Center VF i \®TRRR 
RFlwcRtCR Page Setup Box FlF ^arpiRT Print Preview FRF RTfR ^R° Print R 5 RF R# i Rrr#f® 

® Ok Click R 5 RF RFR rci^r^® bsfl RSRT Page Setup Apply VF Rt ^aJTRRT RF F CRRR RRR Print Preview 
FRF RTfR I 

[ NB I Page Setup Box JRF WfWt Header & Footer WF R# / WR Microsoft Excel ^R RFT View Menu F 
Header & Footer RFTF WltMlWt W / ®/| l $ r^Rf View Menu F fwlfw ®FF R)RR / ] 
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10. Tb Create (print Area (CfaEl fag, lfl«T fgMjg froft fagt) % 

® WH 4<F# Page 4<t W Cfa<F fat fafai faf wEfa WNfafaEr Print (1$H>) fafa^s fat wlfafa c*r wEfa|><| 
wlfafafaw Print (#1#) 'p^iw '5ft (Tit; WEfa|rf Block ■fafa Select 
® File Click 
® Print Area Click 

® Set Print Area Click «a <£f Print (#fa) wfa fafa '2®ft i fa faEfa Print (#fa) fafaa wrr.fat 

Print Preview Click fasa fafa i ■sfafaltc© fafar fall's wEfatEjj Print (fsfa) fafa c*fa faftE '©fat fat 
falfaR Print Area ft faE ffaE fafaR Page ft Print (fspt) fafaR fiftfafar ^ ^ WEfa|vj Block fa«fa Select 

fara fa 4<f fat*! Cursor faRN 
® File Click 
® Print Area Click 

® Clear Print Area Click Wl ^ WEfa|vj t;fafa Print Area Delete faE fafa fa^faf Page It falfaR Print 
(#[#) fafaR fafa ^$ff faE I 

11. (print (Preview (fgf# <p<i tg fafat gpP^T) g 

® far ^Flt^T fa Rt# Print (%#) fafa?© 'Sit cfat Open fa# i Print (ffat) fafad far 4 # ffafafat farftfa fafa fat 
(Efafa^stfa 
® File Click 

® Print Preview Click fafafa Standard Toolbar Print Preview Icon fatfa Click Print 
Preview vs Page It Cfat faTfatCd farf*ffa fafa i fat*# c*ffa Print Preview Toolbar fafCfa Close Button 
Click W Print Preview fa^t faR Worksheet fatfa WET i 

12. (print (tfaD^fa fate's^ faitStffi (EhSTTl) g 
® Print fafad Ralld© far# BERfai fa# cfafa far i (wtfa fafartfafafa) 

13. Send <Tb Mgtgj am) g 

® Open y 5 File cfa 4fafaR cfafa 'SHTfafat fafasd fafad wv Send To Menu 4<r faffarg, fdft^ Sub Menu 
^ fafa facfa i 4<r wdT Internet Connection / Network fafasR far i fdfatfdfa ffafafad ft# cfafa ffaj , 

14. (Properties (<HVi ^iHcfa it '3 1 it fa WETt) g 

® Open ffa File fafacfa ffastldfa wtfad ww && Sub Menu It dTdfad fafa fafa facfa i fa^tfa© ^ ftfafad ft# 
Cfafa CSRfa fat I 



15. <Exit (gpgH fafat) g 

® faWfafa Spreadsheet Analysis Software (Microsoft Excel) Cfafa Afav <mo© ^(Tt 
® File Click 

® Exit Click KeyBoard 4<J W Alt + F4 Press WNlwt Yes/No ^Tllt ^ WER^s 

^ ^ b File Rf Book It Save pw) "sit ^ 

® Yes Click wv Save As Dialog Box ^TER^ wRt Wl 

wt ^ifa ESf^t ^ms fa 'sit 

® No Click ^fart File fa Book# Close ^IR° Operating System Screen# Openfa^ i 
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** Edit menu 



X ‘BLOCKS § gr c*r«IT ^ rrg^s ^R (7R -Rgr^R cr crRR fer rI^grr r|r trMr crA *e Drag 
<^•510=1 GRRT ^cr i A^lRl Shift #1 CK 9 i grgr (R G¥R Arrow #1 RRt Iwt cr Arrow #1 Rht hfc<i*H crI [hc<p<i 
(RNf WP I i§G!J«lT (R, <MG e l ’SRJ cr®t 8M RlR (RRTGR3 £RR (R Cell ff> Wf ^R CRH? RW CR*lf RtR I 
WRGRtRUoRGR^eRR Cell ft> Block i 



(BLOCKW* 0Fe?rT « Worksheet CR wR RtRRTR RT^R Hr> <MM ^RRt CR GRRR Arrow 
#t RR fRCR Block (aa>) && RTCR i 



1. Cut eZ (Paste (tRRUR* jTtgtgg WQ g 

gr RRg, Cell 4R ^Rlw CRt Cell 'QGRT Block (rrO r^gr 

'f Edit Click 

S Cut Click Wi ^ GRRTQGRlR RlRRlG*! 4RRRR Lighting £Rf% RGR \s*R CR wlRRlR ^RTSR RRG^s (7 it 

Cell 4R rgrj Cursor grgR 
'f Edit Click 

^ Paste Click <mgr$ Block (a^) wf grRTqgrT ^Rlw RGR Cursor gr wIrRIr RTRT RGR% GRt wIrRIr 
^TfR^RGR I 

Ai? o WTWf wtw<s yew ^i^tfbiv) crR/gr*' ^/R/wcw RRW ^?tU5 *flf$ i RRw g Standard Tool Bar ^ R/WR 
4R? fwikr& s Key Board <uwl<t <kw i mtPsH rgr <?<m dWifavM f*tw&M fa& csz^ cwcr far i 

2. Copy e£ (Paste (AR^t G^HRlGR 5 jjRRfRRg tg jffRR R>R~t) g 

S gr rr^ Cell 4<t crRIg<f ^RtfRRRlR ^trr «« CRt Cell Block (fR?) rrr’ 

'f Edit Click 

S Copy Click «?i ^ CRRleGRla UrRTgR ^r^rrr Lighting 2p#fo rgr ^Rr cr WIrRIr 4RRfR<RlR ^TRr 
wc® Rft; CRt; Cell rgrt Cursor grgR 
S Edit Click 

^ Paste Click <mm$ Block (aa*) wf (?i» Cursor w WtTPtlR RiR ^5% wtTPttR 

^ i 

NB s wfmt wt<r<3 wn^ (?r*rtz^ ^r^iznw <tfw *tlfw i sfSm g Standard Tool Bar ^ wl*m 

mz fwitws g Key Board wtyi<! ^z<t imrtwr^^m dWif^^Mf^lwz^fa^ c^lw emstfar i 

3. (Paste SpeciaC(Wfi C^E? Cgfl-sTfR jgR C 9 ^ RRf) g 

S Spreadsheet Analysis Software Microsoft Excel 4<t Rt; 5 ^ ^fst WR rrr ^rtr^rti^ Microsoft 
Word Or Microsoft Access G^lw (RfRw GR§ <m\ rr i cr 'STRR 5 t r^[ ^tPrr Ok Click ^RG«rt 
fkfjpi Mode ^ Paste ^cr i 

4. (Paste As HyperCink fefoTfafSff ^ Wl) 8 

^ ^ Option 1^ Internet (^HwB) WRJ «®R ^R i Internet (^5Trf) R?GRfn Rl RlWf ^ Option 
Rh®t R5Rf r^r -SR^ I RWIM Option fas SfGRfSR ^R RT I 
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5. C/ggr(OT<ttTt greggt CTO) g 

S £f«rw ca caar at '*iaos?k4> caf^© ^t Block/Select a# ^©faaa 
'f Edit Click 

S Clear ^a acar Mouse Pointer faca 

S All Click aacat Block/Select aat ca*tf at 'aidt®?£fD catc^ area i 4t wW afs# ^naat wrr aailw© 
<f^w aca caat at ^aostsca 5 Block/Select a>ala *fa KeyBoard ^a Delete Key Press <Mca$ ca*lt at 
'aiaC'StsfD (PTC^aTCa I 

6. Undo Ttf^T Wl) g 

■/’ fitcapt aat capr Command (a^aps) all^a aac® yea wlaat Undo 4a alylar lap© ntfa 
^ Edit Click 

S Undo Click aaca Clear/Delete 4a atarca cafc^ caat ca«ftfi> ftaa ^aat 4t 4at Command 
(aaps) 4 a atarca aac*Ta cp'sat ca eapa Command (a^aps)t aTfM yea area i 
TVi? <f «/7aa7 w/ips o/(W<p a^/©c© a>a7w aT/w aa?7a aPW aac© i sfzfsrv g Standard Tool Bar 4a a/arca 
4a? fwikjw g Key Board araya pea i stzntwn aea <nm dWifavM f*tw&M fa& cSz<f cm*r far i 

7. (Redo (a lfc>a Wl <pa h (PfPTS %?T ^TOt) % 

S Undo 4a ^Ttajea capa Command (pats) CP aTftp pata Pa afa 4apa aea an ca Command (pal®)# 
alfpp pat #p y#f t^aa 

^ Edit Click 

S Redo Click pac*t aTftp pat <t^vil^fD cpa's.KP Ptaea i 

NB s wl aat wtW'S peap ^iqiSscw ntfar a>af n^rt^ ^ fan PTae© dtfn i ^aa© s Standard Tool Bar 4a ata/ea 
dinzfasfas g Key Board arayapea i s/zntwn aea n^nz^r dmfa'QZrfl fawt^n fad$ cszn> ost&r far i 

8. (DeCete . . . (CELL, (ROW c£ COLUMN ^BTCT * W^t) 8 

* Wfe rm wnpt appta <^r«tt atea atappp s 

0 ea Cell # (PTT^5 c^# Select ^ 

0 Edit Click 
0 Delete Click 
0 Shift Cell Left Click 

0 Ok Click Cursor tPt Cell ^ ' 5 P 5 P fl®T (Prt Cell 1^ (PTP5 Uw >ri^° ^ Row 41 ^s4© 
wpr wrm Cell ^TPf CPR5 ^rt'QTTt Cell ^ i 

* Mpg rm ^ c«T*lt ^Pprf g 

0 w Cell 1^ CTl^s Ut c^# Select 
0 Edit Click 
0 Delete Click 
0 Shift Cell Up Click 

0 Ok Click <mm$ Cursor w Cell 4<t 'sp; ! P %f (Pit Cell ^ (PTP? Uw ^ «£f Column ^ 
fpc^ WPP Cell ®MI ^TPf (PTT^ U'S¥t Cell 1^ ^ ^PPPt I 

¥ f^g cat (PM g 

0 ca Row fi> (PMr© Ut (Pit Row ca caM Cell ^a pear Cursor caca 

0 Edit Click 
0 Delete Click 
0 Entire Row Click 

0 Ok Click aatpt Cursor ca Row ^a acai ft«t cat Row catc^ area ^a?, Pcm fpa caca 
Row ®M ^ca (PTc^ at'sat Row ft> ^jaa a^aca i 
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* firfpfg 4<|# C5TH 8 

IZI w Column fit c^rf^s ^ fel Column ^ 4^fi> Cell ^ 'sfPff Cursor t^P*f 

0 Edit Click 
0 Delete Click 
0 Entire Column Click 

0 Ok Click <Mt°is> Cursor w Column ^ ^*ij ft«t c 3 ^ Column fit fife 

(fepp Column ~\m prfc^ ^Ti'STrf Column fit ’fer i 



9. (DeCete Sheet (^STTN^fit CTM) g 

S wlfit CT PFfir iffefit Book/File ^ W festfer® fes# Worksheet i *fefeteo fef ^ W felt 

^ cs)N f*m %fe Mlf <Fls? f*fet i Worksheet csfi^ wv wfetT m Worksheet fit csrf^s 

c 3 ^ Select 
'f Edit Click 
S Delete Sheet Click 

S Ok Click <mm$ Select wf Worksheet fit few i prtet Worksheet fe*lfe3 Cfe<rc ^rlfe ^rtrr fe i 

1 0, Move Or Copy Sheet (jfet %Ei??r ^fetfife fefef fraft fefef) g 

«W wlfit m fefir Book/File ^ W fefstRHa Worksheet few 1 ’Bifeftw felfefe tfe ^ few felt fe<iw 

’flu, «|!s>0® ’flu ^ 4fet; %fe ^felftfe <j>fif fet <f*m felt I (SCSI'S fe|fe3 feMfelfe^fefe fe?f | fePM 4feT (Tlfet; 

%fe ^fetftfefefitfeft fefe t*m 4fe^%fe fefelfe fets? fitfef feM'Sk'o I4fe^%fe ^felftfefeftfetfefe^^fefilfe PT 
Worksheet ^ ^felfiffe felt felt <mw fet c 3 # Select few feTfeW 
Edit Click 

Move Or Copy Sheet Click fefefe Move Or Copy Dialog Box felfew fefet pr Book/File feffe 
feT®? fefe ~$JM Prfit Select few felfesf w>fe Sheet Copy few c 3 # Select few feffeW 

Create A Copy Box <4 (F) fife fifW 

Ok Click ^ %fife fe^fefe 'fewfefit fef*t feft few i w wi fefit ^fefit Worksheet Delete few '^nrr 
fef*t fefe fefe Worksheet fit fifW feT®? fefe few i 

11. <Fituf(*ft dMf) g 

S wrfe fe fefeww «fp® Cursor wW 
'f Edit Click 

'f Find Click fefefe Find Dialog Box feRW Find Wliat Box CT Word f5 fer?^£ ^ wf W*\ 

S Find Next Click wi ^ £ Word fi> ’Tf'S¥f *rm ^Kf?f Word 1^ c*r Cell ^ ' 3 Tf: 5 tT wft^ Cursor ^ 
Cell ^ K®T '*rtw i ’itH'StcM) 

S Find Next Click «?l ^ ^ Word 1^ ^ ifer ’ft'S^f TOT ^T^f Word f& Pf Pf Cell 

^ '5T?; 5 u Cursor ^ 3 t^f Cell ^ i o*nwf c* N 

S Close Click Find Dialog Box K®T i 

[ NB g Find <^fi^ WlWi Key Board ^ ^iW^i iws yi§r / Find ^ 7 W ^ Key Board Key FMI Ctrl + F] 
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12. ‘Replace ("ftf Wl) 8 

S 7^T*rr W Cursor PitN 

'f Edit Click 

S Replace Click Wi Replace Dialog Box Find What Box Pi Word fi> 

^Pt M 9k*\ 4<e Replace With Box 4<t ^ri ^ptIp® Nt ^®t 9k*\ 

S Find Next Click Wi ^ £ Word fi> *tfo?rt *ira ^®KPt Word fi> pi Cell 4<t Cursor £ 

Cell 4<t ^rrpr 1 *ltH'®k'® 

^ Replace Click Wi pi Cell «£RI Cursor £ Cell 4<t <? p#> fiff^lET® ^ 1 4<E Replace All 
Click WPt pi Cell 'sr:^ Cursor ^ Cell 4<J Pt*ITf^ snwr ^T<mpTf 

^pj 1 wr c*n 

S Close Click <MPit Replace Dialog Box 1 

NB 8 Replace <ws «l Key Board ^ ^JPt fe® < # 1 Replace ^rfs ^ Key Board Key ^rf Ctrl + H 



13. go To (gfjffr pm ptpt t^ttI) g 

S Ahrat Wlf^f Spreadsheet Analysis Software Microsoft Excel ^ siP®!^ Worksheet (\3¥t¥*ifi>) 
4 fi> Column (<p®il*t) <b(t(t'3'b Row (eft) «I1W 1 ^fst ^ sra wrsrfPt^ ^ PI cm 

Cell (cm) m *ipij ^rt'QTrm mt i ^mj 
'f Edit Click 

S Go To Click <^ 0=1 Go To Dialog Box mm Reference Box m mu pi Cell 4 pip® ^lt Pit 
Cell Address f®tP*t 






Ok Click <wwt Cell Address mprlPf Cursor ffljjS Cell 4<f ?ipij ^ ^Ipi 1 
[NB S Go To <m& Nmt Key Board 4<f yt*m fe® niM 1 Go To Key Board Key Wft Ctrl + G. ] 
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✓ 

✓ 

✓ 

✓ 



✓ 






✓ 

✓ 



✓ 

✓ 



** view menu ** 

1. (Page (Break (Preview (jjt froft rrIr *tR ftglfR^ C^rtl) g 

slRCR Worksheet RR rcrj crf tr§ fircR crrir rcrt Cursor crcr Normal Mode R WR?ra 
View Click 

Page Break Preview Click 

Ok Click rrc°is> £®ffif® Page '©CRT ’^TRSiTR CW^lt RTCR i RRtCR CR "oRliTR CW^lt RTCR f$R CRt; rr^IcVj> 
Print (fepS) RCR i RRV wm? w®Flt Row Rt Column Print (fePS) rcr RT rr Page Break 
Preview 0® rr-rMrIcr «FT®TCR WRl RTR i 

2. NomiaCi 9 ^ tCR> AMIrr ar^Ir Wf^Tt') g 

Excel RR File/Book Page Break Preview CR RTRtR^TR 
View Click 

Normal Click <mg°is> Worksheet Normal Mode R ®C«T RTCR i 



3. < TooC6ars (fgfg% jgFTtg QjgTt jgi M Ml) § 

RP®? rr|r N rr Menu bar CRCR fRf®ti Command V fRCR Toolbar RR NtfCRj Rf RRV Command tpcr 
« iw rtst n^rnr rrt rtr iwtrri 

View Click RRR Mouse Pointer Toolbars RR rcrt tvr crcr rr rtrv^ TRfgjj Toolbars List cpRf RICR i r® 
RIR^TR CR RR Toolbars RR RfcR (a/) fit 5 WSRl WP^ RCR fPc® "5CR CRQM Screen (#N) RR RCRJ Active (^Qhj) 
WP^ i WlRfpCR 5 CR RRN Toolbars RR RTCR (V) fit 5 CN3R1 (?t RCR fRC® ^ CRQM Screen (#N) RR RCRJ 
Inactive (ffiftR) ^IR^IR wp^ i RRRltea cr rr»t Toolbars RR RtCR (V) fit 5 cnsrI wp^ crscptIr rcrj Mouse 
Pointer RlRl pPPTPi Click RRCR (V) RICR rr?, Inactive (ffiftR) VR RICR wR#rCR> cr wi Toolbars RR 

RpN (V) fit 5 CN3R1 (Tit CRSCsTtR RCRJ Mouse Pointer RlRf ^JPRtR Click R>RC«T (V) fit 5 Wf RR?, Active 
((^fer) RCR RPR i R^®tCR Toolbars On/Off RRI RtR i 



4. Formula <Bar (*py s ilRTR C^TtfT RNT) g 

Microsoft Excel Program RR rcrj RP®? rnIr vrr cr Cell '5TC 5 tl ft ^®t (Cell Contant) 
^ Formula Bar f^F^rNN) wf ^?r i 

View Click WR *R Formula Bar (^TNR) *£RT RN RCTR W (V) W'SRT RPR AsT^f VR 

Formula Bar (R^TNR) Screen (#N) ^R RR Active (Vfvn) VR^ra wp^ ^rRRfRR Formula Bar 
(R^TNR) ^R RN RPR|R rr r!r (V) W'SRf Rf RPR RCR te RR Formula Bar (R^TfRtR) Screen 
(#r) rr VRI Inactive (VfiR) vr^ir i RRRfte® Formula Bar (R^TfRtR) RR vri Click RPR 
Toolbars RR RR®il Formula Bar (rrririr) cr On/Off RRi RIR i 



5. Status (Bar (C>G i? 1 >1 R fR C*1M RR°s m Wl) g 

Microsoft Excel Program RR RCRI RT®t RRlR RRR Vt CRN Program RR CR5t>Tr N°RCR RlRRt Rf'SRlR WRI 
Rt Status Bar (c^IrrIR) RIRRlR RRt RR i 



View Click RRTR RR Status Bar (c^IrrIr) rr rN RtC*R NCR RfR (a/) fit 5 'CR'SRT RUR RIrcr rcr Ircr 
RCR Status Bar (crrGIrrIr) Screen (#N) RR RCRI Active (^Ir»r) ^TR^TR WP^ ^RrIrcr Status Bar 
(n^ifbTRtR) rr RTR RTcRR rcr Rft (V) CR'SRt Nf RTcr rtrcr rcr fRtf® ^cr Status Bar (C^StpTRtR) 
Screen (#N) RR RCRI Inactive (ffifiFR) ^IR^TR ^tc^ i RRRifcR Status Bar (vaGlRRlR) rr rcri Click 
RPR Toolbars RRRCRlt Status Bar (vGGIrrIr) cr On/Off RRfRPR i 
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6. Header e£ Footer (ffig gggtg g PFPW (PCSTH) 



S View Click 

S Header & Footer Click ww Page Setup Dialog Box Wpr (nTd ^rlwt Wwt File Menu vs 
Page & Margin Setup 

S Header & Footer Tab Select wi ^Tf < 2 |p^c*t Select 

S Custom Header Click <^0=1 Header Box WbRR ' 5 RW tcw^ Left Section, Center Section & 
Right Section t^sJtfwtfs ^TTf%, Toolbar ^IWPI c®T«lt Iwl^t, Page No, Date, Time, File 
Name, Sheet Name twTfh Select <mos ^Tlft i W? WN W 
S Ok Click wi Header Setting Wt ^rhi i W^lhp© 

S Custom Footer Click Footer Box wPrr ^®*Pi ww tc«^ Left Section, Center Section & 

Right Section ttwTfw© "Tift, Toolbar R^twPt cW Iwl^f, Page No, Date, Time, File 
Name, Sheet Name twTfP Select <mo© '=TTf% i W? f^WP© WR W 
S Ok Click Footer Setting ^ Vn i NrMppTRR Custom Header & Custom Footer 

Setting W C*N Wl 

S Ok Click Print Preview Click <^0=1 Header & Footer £pff*h© 1 

7. Comments (^^1 ~Wt) g 

NB § Spreadsheet Analysis Software (Microsoft Excel) tW ^*11 W? WR ^rwt; Nf»s| 

Um\\<\ cWw RWW w W<t epPiTspi w 1 Comments (wi wt) Option hk W? WW 

View & Insert ^t: ^ Menu <mo© ^TTf% 1 W View Menu IN ^osr W?ft RWW Wt ^Thi 1 
WW ct CW Cell 4 <t ^rc*tj Cursor w;*lt Comments (NW wt) wp© ’ftN 1 «t<fK W? Wa W 5 ! ct Cell 
4 <t W Cursor <rMT wt Cell 4 <r *rc*ot Comments (w W) wt 1 WW w W 



# View Click 

# Comments Click W?it Reviewing Toolbar On (WW View Menu ^ ^M#© Toolbars 
TtsiRW Reviewing Toolbar On <mo© ^TrN) 1 Wwfc© CT Cell ^ N£*tJ Comments C^IW W) <i>^w Nt; 
(Tit: Cell ‘W N£*tJ Cursor WN Reviewing Toolbar wftw, 

N). gfspr Option (New Comment) 4 <i w Click Cursor W Cell ^ W (Tt Cell fiN W Comment Box baft 
TR 1 «TIW Box ^ W f®Ptos <# 1 CT CW Cell ^ W Cursor Reviewing Toolbar ^ st«Pf Option 
(New Comment) 4 <! ^rPtw w ws Ttrl 1 

N). Option (Previous Comment) ^ W Click wi Cursor 73 Cell ^ «it® Cell ^ gw Cell sMcs Comments (W 

N). wlT Option (Next Comment) ^ w Click wi Cursor Cell ^ (Tit Cell ^ , wf( cw Cell sM??s Comments (w 

^t)^f cwit ^ (?KI^ 1 

N). Wl Option (Hide Comment) ^ W Click wt Cursor wrtw w Cell ^ wsrt^ (Tit Cell 4<t m w wi «nwt s\ gfej ^ 1 
(?TPT?r[ ^ Cell m § 9 l5Rf wpr c^tpr ^rH ^ 1 WPP ftfe wN^s ^ Cell m ^?u Cursor cc*l ^ ^ Option 

(Show Comment) 4<t w Click Wf w ^ 1 Option f w c#t ^ Cell ^ W fet W wi (?TPT?rP 

Wi^I 1 W (HftTTTf Show Comment ^ 2 p#s «flwt Hide Comment Shaport^ra 1 
(«). W Option (Hide All Comment) 4<r W Click wi Worksheet «ttwt wfl wit Vw 1 (APTPTi 

tw Cell ^ w wi wi cw Cell ^ $*K<nt ^spf cwn «iH sprPf® 1 iwitos wPN wswi wi Nfe 
a (W Cursor ^ ^ Option (Show All Comment) ^ W Click WPf waM W «|r#s 1 «r^ W Option 

It w cW Worksheet wi simfa W cWitprp w W 1 w M «ftwt t^i Show All 



Comment sp#s «iiwf Hide All Comment Shaport w 1 

(5). $ Option (Delete Comment) 4 <t w Click wr Cursor wrpn a Cell ^ w (Pit Cell flWW«t «riwt 
W i 'a^lPR 5 wi OTFit Nt PWl Block/Select w Delete Comment Click 1 

NB? Reviewing Toolbar ^ Wv m° K Option ©W Internet (t^twit) 4 <t W®r Wi 1 
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8. Custom View ° 
■— i — 




View Click 

S Full Screen Click <mc«i c>T*ff '*nw i Screen TT®Tf^ 



S View Click 

'f Full Screen Click <p<k^\ Close Full Screen Click Wl Screen fi> i 



10. Zoom gf#l ^er Wl) g 

S View Click 

S Zoom Click <^0=1 Zoom Dialog Box 's*l 5 f ct 9 TNPT^(%) 4 <mw> ^ Click *£# 
Select 

S ok Click 9 nw#(%) w^rrcft ^ i 

NB % <tBto© six ^rmr Standard Toolbar 4<f fs ^st <rj^ *t# i 

£M=t ^rltw ^55 100% i 
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Insert menu 

L CeCCsi^W ' T CELL, 3 CO£.VMNT*M Wt) 8 

NB 8 Spreadsheet Analysis Software (Microsoft Excel) 4R RCR Rt®t RRfR W 'aitR r*i?r RgR 
RtR Cell, Row 'S Column RtR RRlR etRlRR RR i R RtR RRRR RRlR rrj RJR RtR Cell, Row 'S 
Column RtR <^<10® RlRf RRt® 4R RlRtRJ 'at RRt RgR I RtR RRt RtRtR PER Cell ^R RRJ RJgR 
RtR Cell, Row 'S Column RN RRRt Rts?H ^rr f%Rt Rt ^R Ri>R$ Rft RtR i ^[RRfRR «t*W>fD RtHt 
Cell 4 r RRJ RRwH RRRt RfHRRSRrt RtRtt RtR Rt i Wt <tt*t<t>H Row (Rt) 4R°s Column (RWfR) 4R RRT 
HtR HrR RtSfSRtt R# I 

* RtR RtRf Cell (CRR) R\RtR RRt 8- 

'f R Cell Hr RtR RtR Cell (CTR) R°RtR RRt 2fRt$fR CRt Cell H Select RtR 

S Insert Click 
S Cells Click 
S Shift Cell Right Click 

S Ok Click «RRlt Cursor R Cell 4 R RtRT Hr CRt Cell H Cell WR rr RtR 4 r° s RtR 
Rt*f 4R^H Cell RtREt WR i ^Rtf*iR> Cell RRT® RfttR Block/Select RRT® WR i 

* HRR Cell (CRR) RStRtR RRt 8- 

^ R Cell Hr Hrrr Hr s£)<jifD Cell (CTR) R°RtR RRt sfRlWR CRt Cell H Select RtR 
S Insert Click 
S Cells Click 
S Shift Cell Down Click 

S Ok Click 4RC*ft Cursor R Cell 4 R RtIRJ Hr CRt Cell H 4 r> Cell Hr KR RtR 4R°s 
Hrrr Hr 4R>H Cell R°RtR ^R i ^rHr Cell RRt® HtRf Block/Select RRt® RtR I 
-*■ HRRR Hr 4R>H Row (Rt) RSRHf RRt 8- 

S r Row Hr Hrrr Hr rH Row (rat) R°RtR RRt stRt^R CRt Row (CRT) Ht® Cursor RR 
S Insert Click 
S Cells Click 
S Entire Row Click 

S Ok Click RRRt Cursor R Row (Rt) 4R RRT Hr CRt Row (rat) H Hrr Row (rat) t® 
RRt RtR RR^ HRRR Hr 4R>H Row (Rt) RSRtR RR I ^rHr Row (Rt) RRt® HtR 
Block/Select RRt® RR i 

* RtR Hr 4R# Column (R s RtR) R°RtR RRt 8- 

S fR Column Hr RtR Hr 4rH> Column (RRfR) R°RfR RRt stRtWR (RH Column (RRtR) 
Ht® Cursor RIR 
S Insert Click 
S Cells Click 
S Entire Column Click 

S Ok Click rrrH Cursor R Column (RRtR) ^R RttRJ Hr (RH Column (RRlR) H Rrr 
C olumn (RRtR) RR RtRT RRt RR ^IR° RtR Hr ^R^H Column (RRtR) R°RfR RR I ^rHrr 
C olumn (RRfR) RRR rHr Block/Select RRt® RR i 
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2. Rows (NR Rt 4RRf*1R CRt R^CRfR R5ll) g- 

NB 8 RttlRlS Row (CR) 4R ORR «nwt (RRR Row (W) 0®^«Row (CR)R^CRRRRRRfs# rcrrIrr 

N ^ RNNt CRRT RlR i NR#?CR <k*ir 1D #T Row (CR) 4R W #f Rp RC<T Row (CR) R?CRR RR RR NRCR c<fr 
<l1^R^R i RRRRlRR I'vsl^ <t>Cii<t»1T5 Row (cR) 4R %Rt^CNTRtWQCRR^ i 

■/ 4R R t NRtfRR <Rjf& Row (CR) R?NtR rrcs r|R (Tit RRlt Block/Select rc?t 

^ Insert Click 

^ Row Click <wwt ^ Row (cat) R?CRtR rc<t i 

RCR RTRCRR, CR RRfi> Row (CR) Block/Select RRf RTRCR NR f$R iSRCRR fhcR f$R wfc> RRR Row (CR) 
R°CRN RCR i 

3. CoCumns (4R> Rt 4Rhf*TR <pr1r NXCRt^t R^Rt) °- 

NB 8 Columns (<p«il*t) 4R RCRT CRR RTRCR (TTIR Columns (<p®iN) 4R RCRT R^jR rcr Columns 

(rr|r) rstcrH WI RRs# w IrR N ^R RRCSrt crIRT ^rm I r-rrIrcr rcrrID RfR Columns (RRtR) 4R 
rcrj rIr r^r rcr Columns (RRTR) r?crH wl r|r Nrcr CRN RfRRw nr rR RtR Rt i Nt wit Columns 
(RRtR) 4R RCRJ 9 k ^ Rcm RRSt’QCRT r# i 

•/ 4R Rt NRtfRR CR rrIt^ Columns (RNtR) R?CRtR rrrs Rt (Tit RRf^ Block/Select rnt 
S Insert Click 

'f Columns Click RRCRt Rlpr Columns (<P e ih) RSCRPt FCR i 

RCR CR RRifi; Columns (<p®ih) Block/Select RN RtR>CR NR HiR 5 RlR fRCR> f^R 5 wit r|>r Columns 

(rnIr) r?crH fcr i 

4. 'Worksheet (^IsH ^¥t^*fft? fraft Wl) °- 

CRtR RCRR R3TR NCRN RR N5 <Fff FR Spread Sheet. Excel 4 r ^fR*tFt c~NN^tf£fe 
rrcrr nrj r°v<fh nr^ RtEt^ RfRNlRf <jn nr i 
3 . Starting The Excel (4C3Ft N=5 w() 8 

WlRRT c'StHlt Microsoft EXCEL VTTf 4R# Windows RTs^ Application Program 
Microsoft EXCEL ^ '^r: s U : F?IH 'SFII sf^Rrt Operating System Windows Screen 
Open ^ C«RTF eRTTl'SH^IC'sf Chart Type ^<S\ Chart Sub-Type Select <t 5 f)C'® i ^RT ^t Dialog 
Box '5R: s t]t Custom Type Select : FIR Chart Type List (R CFF Chart Type 
Click wR RRFR w Symple Wtl RRR ’FW Select ^R^R 
S Next Click FRR gf^rRPTOot Series in l^R 5 Row Or Column Select R?R i ^RRR 
WhrRRR ^Rl^tFTR Rows Select ^RFI £R®R# f<R^R t%f%Uo (TtRI 

RRR I Columns Select fRf^ fWR CR RRR CRtRR^ vot 

CRRf RtIR i Row Or Column Select RRR RR 

^ Next Click RRR Chart Title Box 4 Click R^tR Chart ^R WRJ CRRR RfR fhl^ RfeR ^®t RCR i 
(WRfCRR IR 5 ^fsprTCR RTR RCR Student Performance) i fR^R fRR 5 Catagory (X) Axis Box 4R 
RIRt Click R^R (X) ^5 rrRr CRtR vsRj f^o RfeR f*NTR> RCR ^R°s Value (Y) Axis Box 4R 
W Click R^R (Y) ^ RRRR CRN RRJ fRCR RfeR IrR^ RCR I (WNfCRR ^R RRRfCR 
NCR 5 CRRT RCR Subject & Marks) i RRRfTCR 

^ Next Click RCR As New Sheet Select RRCR RtSff? rrr ^r# Worksheet ^R RCRl 

RCR RTCR i 4R° FRlRtR Chart Print (lef^) RCR i NRRfRCR As Object in Select RRCR 
Tsflw N^ i5R# Object ^TfCR NfCRR RR NIRCR I ^ RRifRCR tRft RRCR RRRR Rt RRf^ftR N? 
Print (W) RCR I tcRRj CR, Chart f& Select RRt NRfR Print (W) RRCR RRRtR Chart f& 
RRfRtfR Print (T£R>) RCR i RRRR Chart f5 Print (fsfN) rrcr RI^CR RCRR ^RR Cursor CRCR Print 
(W) RRCR RCR I Chart fcsft RRtR RR Design RRfR Iwllw RN% f*TRCRR f^R^ CRCR CRCR f^R I 
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6. (Page (Break Ofet TOt) S- 

NB 8 WfsfRf wtfh 4R# Worksheet 4<t RR RRR Rtf RRf ^R Wf *MRrftwffR Page (^t) fioft RR 
RfR i RRt rrR RRR RR^ CWft Page CjfcT) R fRf^ Page Ojfct) 4R RR sfRstRRRt Print 
RRR RRRR ^R ^®RR CR CRRR Page 4R rrirH) CR CRR WRRR Cursor RfR 
S Insert Click 

S Page Break Click RRR W Page 1^ RR ^ ^CR RfCR 4WCR Cursor RTRR RRJCR (R CRR 
Page R WWM R8JR '»ht RRf RR I RRR#R Page Break rIct (R'QRf Rf RTCRR RRlfR fRRR 
Rf'SRR 'SRI (R Cell 4R RCRT Cursor RCR Page Break RKRftRR CR^ Cell 4R RZRT Cursor RCR 
S Insert Click 

^ Remove Page Break Click RRRT^ ^ffRTRirR fRR RRR i 

7. Function (f^RlR RRt) g- 

NB s Spreadsheet Analysis Software (Microsoft Excel) 4R RR eRRhft RC^ TRRR RRR RRR RRf i 
Function RRRfR RR CRfR, fRCRht, SR, ^Rtffh fRf^R RRR f^RR *(R RRCSrt RRf RR l Function RR3R 
RR RtRRf (R RRtSRff RRR RffR ^R CRt R’l'StSRTft; KeyBoard RRRR RIR RRf Rff RRffRR RCRJ 



KeyBoard RTRRR RKR RRt rr|^ ^qR i RRR Function RJRRR RKR RRWStRf rrR rcrj rcrr 
S lfRR^RR" RfC^ I HRR RRR 'SRI f%if RRT RfRfStR RR 1 1% RpR WR RRRRI RfRRf ^RjSM 9tf*m R# I 





A 


B 


c 


D 


E 


F 


G 


H 


I 


J 


K 


1 


No-1 


No-2 


No-3 


Sum 


Average 


Maximum 


Minimum 


Root 


Multiply 


Dividing 


Mixed 


m 








D2 


E2 


F2 


G2 


H2 


12 


J2 


K2 


E 


»■ 


■ ■ 


|P 


















0 


mm 




mm 


















IS 


mm 


mm 


mm 


















E 
























Rf*R# ^RRR vsRJSM '^RRCRf fRRfRR I RtRRf 4<R KeyBoard RIRRR RR fRf^R RRR f^RR f*NR I 



RfR 8 


D2 Cell 4 Cursor RR fRRR RfR 


=SUM( Start Cell.End Cell)<= 


R® 8 


E2 Cell 4 Cursor RR fRRR RfR 


=Average(Start Cell.End Cell)<= 


RRs R°RTf 8 


F2 Cell 4 Cursor RR fRRR ^fR 


=MAX(Start Cell.End Cell)<= 


R^RRfS 


G2 Cell 4 Cursor RR fRRR W 


=MIN( Start Cell.End Cell)<= 


RRRR 8 


H2 Cell 4 Cursor RR fRRR ^fR 


=SQRT(Any One Cell)<= 


'SR 8 


12 Cell 4 Cursor RR fRRR W 


=Cell*Cell*Cell<= 


oo 

It 

19 


J2 Cell 4 Cursor RR fRRR W 


=+Cell/Cell<= 


RR fRRR 8 


K2 Cell 4 Cursor RR fRRR ^fR 


=+Cell+Cell-Cell<= 



NB 8 RR RfRRR iRRR RRR RRR RpftH (.) RRtR C«RR 4R° RSRt (,) RRtR ^R^f^RfR RR CR3RT RR I 

♦ To Copy The Formula (R^RRT R^fR RRT) 8 

NB 8 WfRRf 4RRR (A2, B2, C2) ^ f^# Cell 4R ^RR f%f% RR D2 Cell CRTR ^R 5 
RR K2 Cell ^ 2RRR RRRR RIRRR RR HrR RRf f*fRRlR ! fR® fRCbR fRCR R<ffR (A3-C6) RRS 
R RRRSRTf CRSRf RKR Rf ^R PlCbR PtCR RfR RRs RCRR RRR CRSRf RflR RR CRSCRR iRRR RR RRR 
fR^fR ? fR'bR^ RRRR PlCbRSRTKs RR SfRtR RRR RR RRR RR I fRI Rf RRRf R>Ef RRR RfRJR WRRf ^ 
RRRtl; ^ RRS# RRR Rf# I i5WRI 

D2 Cell tR£R W RR K2 Cell RR® Block/Select RRR Copy Comand RRTfR R# 
RRRR D3 Cell ffRR 5 ^SR 5 RR K3 Cell RR3 Rf fRRR %R Rfh ^TR'S RfR5 RtRRT RR'QRff ^RRTKfR 
Block/Select RRR Paste Comand RRfR R# i RRR RRRTsRrf Copy (RfR) RR RR RRt ^RRKR 



R^RRRRRRfR I 
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8. [Name 8 

->smm (s& i 

9. Comment ~Wt) 8- 

NB % Comment (w^j wf) View Menu vs orlc°il t>*sf i ^ c^r Cell ^ 

Trc*ti Cursor tar* ct Iktra w <imr ^rtrr i Insert Menu Tmw'Q ^vs ntfit i 4 f^w 

wm ^tiwi wi m i ^ tr»i m ^ vi ew Menu vs c^, ^ f*t^^ ^Kmr f^r i 

10. ’To Insert (picture C^fr ^IM) 8 

NB s Spreadsheet Analysis Software (Microsoft Excel) Program wm wrrA Vwt Word 
Processing Software (Microsoft Word) Program tt> <k<ks^ i Microsoft Word ^ w.yf 

Insert Picture ^rmt), Modify Picture ^VNPR), Movement Picture (Afd ^Klw), i*ms. Delete 
Picture (Ah otT^I) twim WF\ wmm fdAR i Microsoft Word ^ Microsoft Excel ^ w,*it 

^ WPTf ^TiTT I CW g 

1. Clip Art System 2. From File System 3. Auto Shape System 4. Organization Chart System 
5. Word Art System 6. From Scanner Or, Camera System. 

&& ^srmr Tim i <m wmt wi w <n*i^ m c^m *\**m?s 

^rnm *m ^sj*rr*m, 4 <r c^n^Ri \ ^ m wt rnmmi f^r i 

11. Q6ject (^P 39 ^ Ifl*!*!) o- 

® Insert Click 

® Object Click Object Dialog Box ^rbrm ^ ^ffprs! 

® Create New Tab Select <m Object Type Select wm mfWT $ Object c^m 

Import <mg^> *nf^ i Display As Icon Box 4 Click Wl <m Object Type Select Wf 
tmt Object ^ Icon Import i Dialog Box ^rprm 

® Create From File Tab Select Browse 4<t mwr wfsmt Excel ^RlPU Program tmw frsft wf 
i%l Import ’lira i ’tafsG'© VV Import '©mt Picture Mode 4 Import i 

1 2. iHypertink I -a Ri ^ ) 8 

I Internet (^mp#) 4<J ^ Wl ^ | 
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** format menu ** 

1. CeCC ^4^5 fmfe>w OTto) 2 

Spreadsheet Analysis Software (Microsoft Excel) 4m mcmr mWw mmm fa few c>i c<n mrmm 
cmfto «« ^m i cm cmWm 4m# mWc^m wS toft mmlm wwt Format Menu 4m totor Cell 4m rnTtol far® 
faff i 4m towm ®lTmmt Number Setting, Alignment, Font, Border, Pattern, Protection tollfe mW®? «« 
tom i mtm mto® ^ cm cm mmfa Cell tm> facm cmfto <f^w to to Cell ®Filw Block/Select <p^w ^ i 
® Format Click 

® Cells Click mm cm Format Cells Dialog Box ®rbTCm ®mm 4t: Dialog Box 4m mcmj ®rbTfat 
wbrrm ®rcm to eitof® ^cm 1 4t imfa totcmm tofcmi im Cell Setting mmt mtm 1 ®rto ®nmmt 4mim 
(to ifit totcmm cmmfDm tofcmi fa mt®? mmt mtm 1 

(A) To Use Number Tab tom totcmm mmtm) 2 4m totcmj torn! tolm (tot mmc® to 1 totcmm 

tofacmm to ^mt ( 0 ) to, tolTtc® Currency to or3mt, tolTfc® Purcentage to cw^mt, 

mtolcm 5 Neumaric cto> Text 4 totmto mmt, mtolcm 5 Customize mmt toltfa mto mmc® to' 1 tolxlcm 5 
"jtoto fafacm tolm to Block/Select totoTm to Tab (to) 4m ®tftto General Click mrrn Ok 
Click mm os to 1 

(B) To Use Alignment Tab (4iltoto# totcmm mtotm) 2 cm cmto Text Or Number cm Block/Select 

mto to totcmm totcmi tow 4ilctof toftcmf mrn I Text Or Number cm fafacm cmtolm to 

Block/Select mtmtmto to Tab (to) 4m ®tftto 0 to) Degrees Select mrm Ok Click mmc® to 1 

(C) To Use Font Tab (to tom mtotm) ° Format Menu 4m totos Font 4m totcmi c*mmic® tow mrnm 
totom mmlm mfs? torn! Microsoft Word 4 ftolft 1 4mtcrn3 to 4to to to Block/Select tototm 
Font Tab Select mmlm mm c^mtcm* tow mrnrn fwto mmm tom Format toft mmt mtm 1 famtofa 
tom tolm to Block/Select mtmtotm to to Tab (to) 4m ®tffag, Normal Font 4m mtm fac® to 
to tom Ok Click mmc® to 1 

(D) To Use Border Tab (mtom totcmm mtotm) 2 Format Menu 4m totos Border & Shading 4m 
totcmi ctolcm 5 frntow mrnrn Border cw'smtm m®st totmf Microsoft Word 4 ffacmfa 1 4mtcw'3 to 4m^ 
tows Block/Select tototm Border Tab Select mmlm mm ctoc® tow mrnm twfto mtm tom 
tce^to Border cw'smm mfw rnrnl mtm 1 famlmto tom tolm to Block/Select mtmtotm 4t 4t Tab 
(tom) 4m toto None Click m^m Ok Click mmt^s ^m 1 

(E) To Use Pattern Tab (mjltom tolmm mjmtom) 2 Format Menu 4m Border & Shading 4m 

Shading Tab 4m rnmiw crnmim Background 4m Itow mmm Color (mt) mmlm mw$r wrmmi 
Microsoft Word 4 tomf^ 1 4 mtm'S to 4m^ m^fto Block/Select mimm^Tm Pattern Tab Select 
mmrn rnm cmmrrn Background 4m mmi Itow mmm Color (mt) m^tm mtmm Format toft mmt mtm 1 

^tomtom tom ^mrlm wm Block/Select mmm^lm 4t 4t Tab (tom) 4m ^tfto No Color Click m^tm 
Ok Click mm os ^m 1 

(F) To Use Protection Tab (totoHw tolmm mmtom) 2 mtmtwm (to 1 

2. (Row (cmt fmr»w mtof) ° 

to) To Change Row Height (cmf 4m mfmmto mml) 2 
S m Row '©tom to5^i mfmmto mmos to <?wm\ Block/Select mm 
S Format Click, Row Select m^tm 
S Height Click m^tm mtmtwmm^ to^si tom tom 
S Ok Click mmtmt Block/Select ^5 Row 'Qtmim mfmmto ^m 1 



NB 2 mm mf*to ^m cm, mfto Row 4 m 1 
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(*f). To Normal Row Height (cat ^a ^aMfaas asat) g 

•" Ca Row (Cat) ^st ^Mfaas asatt® ®lt (7 it Row (tat) 'QCata ^®t oraMfaas 

Block/Select asca 
•" Format Click 
•" Row Select asca 

•" Auto Fit Click <Mcat Block/Select Row '©cata ^?Mfaas ^ca i ^aat ^ja^Ta Height Box 
Open a>ca iA.Htf faca Ok Click «a Block/Select Row 'scala TNfaas ^ca i 

(X). To Hide Row (cat atat) g 

ca Row (cat) a^a *Jtac® ®lt caveat Block/Select asca 
+~ Format Click 
•" Row Select asca 

•" Hide Click Block/Select ^® Row '©cat afaca atca i 

(a). To Unhide Row (afoca atat cat IXIaca ^rlat) g 

ca Row (cat) fafaca ^rtac® ®lt cascata ^aa# 'S aaa# Row (cat) ^P Block/Select asca 
•" Format Click 
•" Row Select asca 

Unhide Click wi wsa# afasca *fNt Row (cat) ®Fft faca wlaca ^as, spaRta aca i 

3. CoCumn CftalR fcfea asfw) ° 

(as) To Change Column Hidth (asata ®ia afaa^®a asat) % 

ca Column (asata) «tafa Xaa^a asac^s caveat Block/Select asca 
•" Format Click 
•" Column (asata) Select asca 

Height Click asca etcatwaa® sj^ laca faca 
•" Ok Click asaca Block/Select Column (asata) '©cata sT$ afaa^a ^ca 1 

NB g aca atac® ^ca ca s|f®fi> Column (asata) ^a Rt®tfaas v. 8 vs 1 

(a). To Normal Column Hidth (asata ^a RNfaas asat) g 

ca Column (asata) ©cala A? Ttotfa® asac® cat Column (asata) ©cala w^rfaas atasfa^ta 
Block/Select asca 
Format Click 

•" Column (asata) Select asca 

•" Height Click asca b-.so faca Ok Click asaca Block/Select a^ Column (asata) ©cafa Rrolfaa aca 1 
^aafacas Column (asata) ©cala w^Mfaas aiasta^ta Block/Select asca 
•" Format Click 
•" Column (asata) Select asca 

•" AutoFit Selection Click asaca Column (asata) ©cala acaj caata taa f®j% asca Column (asata) ^a 
taatfa® ^ 1 

(*t). To Hide Column (asata ajasca atat) g 

ca Column (asata) ©cat Xfasca atar® Ut ca©cal Block/Select asca 
•" Format Click 
•" Column (asata) Select asca 

•" Hide Click asaca Block/Select Y ' 5 Column (asata) ©cal aja^ atca 1 
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(X). To Unhide Column (sjjXtii ¥MT WIN XXtii WU) ? 

m Column (WN) «OTt Mm\ ^rl^® ®lt (TpemU « W<r# Column (WN) Block/Select 

<K3 

•" Format Click 
•" Column (WIN) Select W^ 

+~ U nhi de Click W[ Wfft <Nt Column (WN) '©mt 1w WTtN i 

(«). To See Column Standard width (wIoh ^T®lX^ GHt) % 

+~ Ws? wc® «IW TW WNIW Column (WN) W ' 3 3T®tfw £TSt W ®T 'Sfin U'S slTW® ^ITra i ^t wgN 
Column (WN) W Tl®Xw ^ tr W WN 
•" Format Click 
•" Column (WN) Select Nra 

•" Standard width Click wnrt Standard width Dialog Box WTfW W? N wr*N ntWT Column 
(wn) w n®iXn ^ *nX i 



4. S fieet (^TTfXXX n°iSNS Xf®;) WW) g 
(N) To Rename Worksheet («¥lX%?N NN *lXwt Wf) % 

+~ m Worksheet w nn Xtw^f wt® Nt (Tit Worksheet w n;n Cell Pointer i^N 
•" Format Click 
•" Sheet Select wt 

•" Rename Click *lX<i®l® NXi; XrN Worksheet w (TT (?Wi WTNN Click w<nt Worksheet w *N 
Xw#® ^ i 

(X). To Hide Worksheet («¥lXX(Sw «3X^ ^Nt) ° 

m Worksheet X^r ^Nt® ®1t (T it Worksheet 4<t n;n Cell Pointer 'ca^T 
•" Format Click 
•" Sheet Select wt 

•" Hide Click Wi Worksheet fi> i Nn <n*H7® w, nX?N Worksheet X XX Xw X i 

(X). To Unhide Worksheet 0#!W XX fXfel ®rtX) s 

Worksheet «3WN WTi^ Book/File 4 XW^N 

+~ Format Click 
+~ Sheet Select wt 

•" Unhide Click wmt Unhide Dialog Box ®NW ®*U N Xiw Worksheet X X#I3I XTN® Xt (Tit 
Xiw Click (fw) Wt 

Ok Click wwt Xxxi XX 'suXXfSlt Xw wTtm i 
(X). To Create Worksheet Background («¥lX%^ Nlwil^s Ch'S¥i) s 
m Worksheet fiX XTwfT^s fro® ®lt (Tit Worksheet w Cell Pointer 
•" Format Click 
•" Sheet Select wt 

•" Background Click win Sheet Background Dialog Box ^hc<i From File irlw (T cWf 
Select 

•" Insert Click win n 53 ^ Worksheet w Background w '5n; 5 ti Select Um i ®w ^ XXi^ 

Normal Mode 4 £FtfX® i ^ Print Preview Mode 4 fifXX® U i W^ik® 

•" Format Click 
•" Sheet Select w^ 

Delete Background Click wm Worksheet X ®m Um i ^rXK Background w ^ 

Um i 
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5. AutoFormat (CGfiguR* Rfe;) ^<P^t fagttRRRf) ° 

(R>). To Create AutoFormat (Ivs«?l«H fcsft RRt) % 

tR RRfi; Cell tR fRR AutoFormat (fwtR) <mw> ^t (Ft Cell Block/Select RRR 
•" Format Click 

•" AutoFormat Click RRtFf AutoFormat Dialog Box "«rFRR R*R Table Format List tFfiR 5 RWRR 
Style Select RRR 

•" Ok Click RRtFf Block/Select Cell tWRR AutoFormat RftR i 

(X). To Delete AutoFormat (IwtR RFt CRQRt) s 
AutoFormat RRt RR>F® ^(R i ^R'RR 

•" tR RRt Cell 4<J AutoFormat (fwtR) RFt tr® Rt (Fit Cell Block/Select R^tR 
•" Format Click 

•" AutoFormat Click M«l AutoFormat Dialog Box ^TFRR "®Rr Table Format List tFfiR 5 None 
Select RRR 

•" Ok Click RRtFf Block/Select Cell (FKR 5 AutoFormat RF? RJR RftR i 

6. Style (Fi'st^ *p<i(.*it° ftwttR RRt) ° 

(R 5 ). To Create Style (ttR L®ft RRt) s 
+~ Format Click 

Style Click Style Dialog Box ^o(FT(R ^®RR (R (RTR 4R# RFt to 
•" Modify Click M«l Cells Dialog Box WFRR ^®RR ^t Box 4R RRH®TR (R rr>*t RFs? RRt 

RRt RFR i RtRR t,Cbfee.vjM> rr>©m Style Setting RRR t^RlR Ok Click RRiFt tlt^T frsft W RttR i fiftRlWR RJR 
ft®f 1^® Style (ftsrtR) t Modify (R^ttRR) RRt® Rift i 
(R). To Apply The Style (fwlttRR RiRRtR RRt) % 

ir Cell 'QTFTtR rcrt Style (totR) 4R ^ RRt^® Rt (Ft Cell Block/Select rrr RlRRR 
•" Format Click 

+- Style Click RRTFt Style Dialog Box WFRR ^®RR (R RftRR Style (tottR) 4R RIRRlR RR£® Rt (Ft RFlt 
Select rrr RlRRR 

•" Ok Click RRtr® ^CR i RRFt ftsfFf® Style (fwtR) 4R RIRRtR ^(R i 
(X). To Delete Style (fswltR (Ft) s 

XR style (IwtR) £®ff RRt RFR^® ^CR RlRRR 
Format Click 

•" Style Click RRtFt Style Dialog Box ^TFRR "®Rr Style Name List RlR 5 (R RftRR Style (ftwltR) t 
(FTf^® Rt (Ft RF it Select RRR RIRRR 
•" Delete Click 

Ok Click RRtFt ftsfff® Style (tottR) t Cto. RTtR i 
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** tools menu 



★ * 



1. SpeCCing (tKR Wt) g 

•" '5R; s tJ WN C^H sfNRTf "©I CW Wf f§^> Cell Pointer File/Book ^ 

C<RN 

•" Tools Click 

•" Spelling Click Or Keyboard Key F7 Press W(Tf 1 File/Book WH ^ ^ ^ ^ 

^ Wfa Spelling Dialog Box ^ File/Book CT Word ^ (Tit; 

Word 4<t ^*tj Cell Pointer wn Uw i 4$ ^ 1 Word f5<r ^ WU Computer Dictionary vs » 

wr Suggestions Box 4<f ^rt*tJ (Tit Word fitf Wu m WN#T (T - ^ i ^ m WU ^pst «1te?Tt U Urr 
<rt Change To Box 4<i m WrMt %*| topm 

•" Change Click w $ WMt m ^ i 

+~ Change All Click wi «£f WrN!> wmt $tsn»t wf ^rR^ 4 WRN m ^ i 
Ignore Click <f?rtt ^ WrRn<T c^pf ’rfw^ ^<f cwR/i ^TR^ c>M(;<i$ 1 

*~ Ignore All Click «?i $ WNfi> wtH <RTf wR^ 1 

•" 4 «R^ wswt WU wt c*m Dialog Box WbW 

•" Ok Click ^ 1 



2. Auto Correct (^°fo^'»i(. < i TsPTPH ~^STTt) g 

•" Tools Click 

•" Auto Correct Click «3 Auto Correct Dialog Box wrt<i i Replace Box 4 Type N ^ with box 

4 Type National Computer Trai nin g Center '©fa’fa 
+~ Add Click 

•" Ok Click ^75 1 pt Cell 4<f Cell Pointer WN N Type w<f Spacebar N’Rnt 

National Computer Training Center 1%*IT wzi uw 1 



3. (Protection (fwbf3t (T'STTt) g 

•" Spreadsheet Analysis Software (Microsoft Excel) 4 ^fst Wfa ^c*s<r> ^Jllw’fs «iw ^fst 
<f^w w 1 ' 5 K 5 ti o)c*q<p ^5 ^ 1 % ^ (ms ^TTra 1 ^slt whral ct 

Worksheet ^fst (Tit Worksheet f^T^bst Wf fifnrfsH ^ ct Worksheet fi5^ 

9m^o\ wf fimifsR (Tit Worksheet 4<t -srcsu Cell Pointer 
•- Tolls Click 
•" Protection Select 

Protect Sheet Click wqn Protect Sheet Dialog Box Password Box ^ ct Password ft> 

^ (T^ Password fi> f%c^ 

•" Ok Click ’twit Box ^ ^ Password 

Ok Click <F?rc*T ^ Worksheet fwt’t^t ^ Worksheet fifos WN ’llw^q 

I ’twsh^s WNN 

•" Tools Click 
+~ Protection Select 

•" Unprotect Sheet Click ct Wordf^m ^ Worksheet^ Protect Wf (Trt Wordfi; f^RN 
Ok Click ’bM'ik'o ^ Worksheet 1^© WU ^mvs cstf \ 

4. GoafSeek (wm fhfe Wt) g 
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efj( % ^Pt i wt 4<t w^u ^ ~?m\ ^prtI tjT^H io% i Pif5 trmn 8£% ^ Pp5 ^Pt 

<£Rv £fi% 'SHPT H,ooo PN4 ‘ s lPp c fN I >IMf® P>% i^fE> I Ply'S ■“i^lfPitM 5 PT|T> i5»l \«1J, PW 

*ip5TpT WW 5 T ? 

^§<T % P^lpra aftf pIpf ^Twf ^ri c*MN ’llkfilfw© *jt (M ^vs ^pj ^t ^Erat Goal Seek wrw 



ppt wps i ww £fef alts ^slrsiprt Prt^ ^ ^eptipj 9 k $ pf^e t i 





A 


B 


C 


D 


E 


1 


Interest 


Terms 


P. Price 


L. Amount 


F. Payment 


B 


10% 


12 








B 













4 <n<f pm *!PiP|d D2 Cell 4 PTC*I Pr^p = C2*55% <= 



4RK pm *Ipp5h E2 Cell 4 car* Ptip = C2*45% <= 

^®t<m pm *rpp5H C3 Cell 4 PTC4 Pr*H = PMT(A2/12, B2,-D2) <= 

^’la pm *Ipp51<j C3 Cell 4 PTC4 

'f Tools Click 

S Goal Seek Click <mg s i Goal Seek Dialog Box WPRP’ "®*Er ^ ^(P 1 ^ Set Cell 4 Pr*jT C3, To 
Value: 4 9\fi 7000, By Changing Cell 4 Ptlp C2, OK vs Click i ^TMN# 4<rl<J 

prf5 irt ^mt, ^wr Pw e*Et Pt<i4a *t%FT 'StMo® c*tcac5*r i pfh wt <4 I<rm | 

5. SCENARIOS (T*tl jfrftHl § 

af$ % nrfl PRTRt WTt *H Pps i W 4<t WU *1^ ^PTf, ^p<f io%, PifS 'OoTo ^ Pps ^Pt i *Wa 
i><2--Oo M^PTPSM ' 5 TC S U I ^R*T E# *ttfta ^MT 'S *Wa OTPt 8 

00,00,000 PpsT I \(t,ooo,oo Pf¥t $o ^st I 

$0,000,00 tJM ^<? | 80,000,00 : ©TM 5 t 'So I 

iMiafs turfs' "ssmt, mw^tt i5iMn sq^ ppi w^r ? 

^§a % 45 f pipf wrwi at pimn ^©ra aPptfw at (m aw wiaat scenarios «mrw tm 



aapsaiaa i cw £f«j arts ^uwn PtM wf Prn caga i 





A 


B 


C 


D 


E 


1 


P. Price 


Interest 


Terms 


L. Amount 


F. Payment 


B 




10% 


15 






a 













4 M<t PM appSEt D2 Cell 4 PPN PtUT = A2*70% <= 



^ pm *fpp5l<f E2 Cell 4 c<rc«f Ptlp = A2*30% <= 

pm C3 Cell 4 c<JPt Pf«N = PMT(B2/12,C2*12,-D2) <= 
pm ^fpr^N C3 Cell ^ 

03 Tools Click 

03 Scenarios Click wpf Scenario Manager Dialog Box WlPW '*1^ (ooooooo 1 >£ 

^ Add Click w Box 4 lc fP5<f 301ac, 15yr Box 4 PrfT A2,C2 (Purchase 

Price, Terms ^ Cell No). 

03 OK Click wpf Scenario Values Dialog Box Box 4 ^iftsrN (3000000) 

Box 4 Ptlp ^ ^#5fN ( 1 5). 

^ OK Click WtM ^ Wf C*N ^MT I ^ (£|^ ’I^C'S 2fPf( WPtJ ^^PTf W 

Mv^s 5 I : MWPfP 

03 Close Click wpf Secnario Manager Dialog Box P wm ^Iwilps Pt? ^P^ ^’TfPt *imI*jm 

S}rf*p <f>p | 
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♦ To See The Scenario (tototo sFrto) % 

^ ^to toto ws?tort c* Ft wt ctot 

03 Tools Click 

03 Scenarios Click W(FT Scenario Manager Dialog Box tow ^*Ft (Ft Scenarios ft sFito Ft 
(Fift Select w^ 

03 Show Click wtFT Select Secnario to wt^Fi sFif#® to i sFrto cto Close Click ww 
Secnario Manager Dialog Box ft ftft ^to 1 

♦ To Delete The Scenario (tototto ctM) % 

03 tortw ^tottott c*N tot ctot tot to? to >ui<pt*tiQ'8 to' tot^ tortto <?t ^*Fr otw cwih to? 

03 Tools Click 

03 Scenarios Click w(.«i Secnario Manager Dialog Box tow (Ft Scenarios ft (tow Ft (Fift 
Select ^w 

03 Delete Click ww Select Secnario ft wlw ^tW 1 ttol c*W Close Click wc^ Secnario 
Manager Dialog Box ft to ^tW 1 



6. Auditing (ttofPF? Wl) % 

^wt toral tfto sFiW Function wto to c^h^r, fwrN, tot twtft ttotof 1 (Ft cW? tto 
toTFFt C*W 4<T W<tF^5TWt to? B'Q toW *TW I Wt tot 4Wfto Cell WN W toFT? to® 

‘ s Tt1% (FJPIwitf CW? CW? Cell WW SIT'S 1 ^wFtFl >iwjf ^1 'to'3 'aw*? 5 sfW^ w^ijf (FW '5% 9 H'3to' wj 
toral Tools Menu Auditing Sub Menu nt toH? fto© ’fit 1 Auditing OwtoH wt) w tferi w*t 
toto f*mw fwt cto cto? fw 1 

7. To Create a Macro (to>ft toWF fraf?? Wt) % 

03 Tools Click 
03 Macro Select <?w 

03 Racord New Macro Click WW Racord Macro Dialog Box tow "a*F? Macro Name Box W toff 
W to^t Macro ?fat WW Ft (Ft toflt fto*t (t^^ff (Ft Shortcut key toto woa Ft ^ kay ft 
Type < moj> to) ’to'ofw 

Ok Click to Macro tto *rt Fit ^T 4^t Cell 4 to w (Ft CW? i*rcsft Cell 4 Cursor to 
03 Tools Click 
03 Macro Select to? 

03 Stop Recording Click w(.«t ^ to^t Macro tffW ft#) Save to 1 
♦ To See The Macro (suttapf £Ftfc) % 

^ toto c*N ^(Ft c^(FT (Ft Cell 4 Macro CtTto) fiftor ^^5 Fit (Fit Cell ^ Cursor 

03 Tools Click 
03 Macro Select 

03 Macros Click W(FT Macros Dialog Box WFTW *$(B felt Wt Macro (XHWt) ^ '^rptsM sFtf*fe ^ 
W^Ft (Ft Macro (tTtto) toFT W^ Fit (Ft Macro (^Ttt^f) <£B tot Select W 
^ Run Click <wwt ^ Bus felt W Macro (to^f) It Cursor to Cell 4 toto to 1 

NB o to ^ Macro (^lilcto) It Create (tot) wt w cto Shortcut Key toto wt to to (Ft Cell W 
Macro (tosl) It sftot wg® Ft (Ft Cell w w:<s Cursor wr<\ Keyboard w toJtFf ^ Shorycut Key Press wc«it 
Macro (siJltaFt) f Cursor to Cell ^ stot to 1 
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♦ To Delete The Macro (»ulwH WM) % 

03 ^1'S?’QtnT c*f^ ^ felt wi Macro (srrfoaT) ff> ^r£fralw%i ^c®r ^ '©«kr w c^T*r 

Cell 4 Cursor CdW 
03 Tools Click 
03 Macro Select 

03 Macros Click Wi Macros Dialog Box 'frsft Wf Macro (»ulwH) ^ £Frf“f® 

^ «R^T?t CT Macro (»ulwH) fi> tnT^s ^lt (Tit Macro (»ulwH) ^ Select <R<t 
03 Delete Click ^tnt ^ fcsft wi Macro ('sutdFt) fi> wtc^ '*nw i ■'twlfc^ wErat , lfN 5 T 
*tlft i 



8. To Use Add Ins ( 43T5 tg jg WB) 8- 

03 Tools Click 

03 Add-ins Click TTtTt TttTt Add-ins Dialog Box WTfW 
03 Auto Save Add-ins Click <R<t ftN> (V) fror 

03 Ok Click wtn Tools Menu vs Autosave Sub Menu ft> ^ i 

03 Tools Click 
03 Auto Save Click 

03 Automatic Save Every Box 4 P-iitH 

03 Ok Click <p*k.«i Pfsft T^ra Ad Ad File Save Dialog Box ft> i 

♦ To Delete Auto Save (^rcBttrr® AfA c'T'sttT) % 

03 Tools Click 

^ Add-ins Click «a ATtA AUA Add-ins Dialog Box WTRA 
03 Auto Save Add-ins Click <Rd ftN 5 (V) t^oTtTT Iwi 

03 Ok Click wi AdAite Tools Menu vs Autosave 7 Trt Sub Menu ft> AAf^fe A(A A i 
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** Data menu ** 



LSort^M^MMl o 

NB s ^prat <Fpsr wm cros ct c*Fpr Column (^Tsr) csfi> c*^ ^5 ^5 ojwra 



CPffa £|wfsR ^ 1 ^\<s ' 3 Tf^Tc^ri ^rPrat Column (<p®il*t) ct c^pr fust <mos *1 # 1 ^Mr? wp 
wv %<h ^5 bsft ^ 1 % 1 





A 


B 


C 


D 


E 


F 


G 


1 


SL NO 


NAME 


BASIC 


H-RENT 


M-ALU 


LUNCH 


TOTAL 


2 


001 


Azibor 


Number 


Number 


Number 


Number 


Formula 


3 


002 


Chand 


Number 


Number 


Number 


Number 


Formula 


4 


003 


Raj on 


Number 


Number 


Number 


Number 


Formula 


5 


004 


Rakib 


Number 


Number 


Number 


Number 


Formula 



^iTQTprt (prff c* N ^c?r cnc^T Cell Pointer Data 4<f ^*ih# ct wmfN c<rcf 

# Data Click 

# Sort Click 



# Sort By Button Click Wi ftoftf® Field (tw) « OTft ^ ^fp CT c^Fpf Field (f^FS) Click 

(UN 5 ) <f>w 

# Ascending Click P# C#f Select f 5 ® Column t cfw P® ^TNPUP CPfU® ^t) 

# Deseeding Clicks# (pfp Select f 5 ® Column ft>P® (Plu® cpfu®^) 

# fwlk® Ok Click <Mt*t wPlt^sH ff'S¥f Plu<r 1 

2. <FIL<$E<R. C#5ft) 8 

# Cursor (®Ptp) ct c^Fpr Field 4 <t pupt Ciftf 

# Data Click 

# Filter Click 

# Auto Filter Click Wi #fu^ (Field) •TttPH PI^p wp wPtup ®fp ct c^pf 

Field Button Click w ct c^Pt c®Sp® Click (fiP 5 ) ®<iup ^ Column (^TPr) 4 <f (Pit wpp 

pp ustf'QM cpft piup 1 ^fwc*iw ^tptp pp c<pf 5 Wkti wprt® sm 

# Data Click 

# Filter Click 

# Show All Click <M(® i ^ Field Button Click P>UP 

# All Click wPTMt PP®(PiT c<pps wp[ ®rPtu<f i 

# To Create Custom Filter (®ltp hp^H t®fp) § 

# Custom Filter <M(® ^ WSPTl Relation Operator PWP ^ 1 CW % 

= Equal 

> Greater Than 

< Less Than 

>= Greater Than or Equal To 

<= Not Equal To 

<> Not Equal To t®#M 

# Custom Filter fpf®^ ®flu^ 1 ^’QM fp*# ®l«mp cstcp Ipp 1 fpf®^ £|®lp 

Filter pfp wprp ftw ®w ®ip^ ®T cfw csrprfpppr i 
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* To Delete Auto Filter (M# fwSra CEM) g 

S Custom Filter wf c*E ^ra cEra Era fra6ra eTSe (EMIE ^ralra ^ra \©ra 
S Data Click 
'f Filter Click 

S Auto Filter Click Era f 5^ (V) CMrar fro© ^ra i f^E (V) (MM Iem fwSra Efra ENra Et i 

* To Create Advanced Filter (AflwEt IVSIe t#E) g 

NB 8 Advanced Filter 4E ElEJM MEET EraE ^jmws f^lgg Cell rap Copy Era £ Worksheet 4E #ra^ 
CE CW 1^EMT?T ‘ ! #tUs *tttE I 4WEJ 

^ Data Click 
^ Filter Select EEtE EE 

S Advanced Filter Click Wl Advanced Filter Dialog Box MERE "®ra 

S Copy To Another Location Click Era List Range, Criteria Range & Copy To 'JEE EE 
(Eraiwra frarara etfht fra) 

S Ok Click f^rfBfS ^rasraiT 1^EMtE« c#ra Etw i EfhE Era rara© eum i 

3. <FO<m : refrt 4^ 

(A) . To Entry A New Record (ra>E 4E# raw raEf MET) g 
^ fMf Record Entry Wf ETEMirlE 

^ Data Click 

^ Form Click 4Mft> Dialog Box MERE Mra 
v New Click Era e^e raST #tE mem MM i Me EE 

S Close Click <mm$ MET ETra M£E Era Entry MET Data ®Fft e?e^ Mrara i 

(B) . To Edit The Record (raw Esrattra ET Efrara MET) g 
S fMf Record Entry Erat ETMTEllTE 

S Data Click 

'f Form Click memt 4Mft> Dialog Box MERE mEe 

v Find Next Click mem ETErar 4M 4M Era EEE# Record ’©raft raETra me?, Find Prev Click memt 
^m mm Era 'jra^'l Record '©rarf CEETra i Mt; mehTe ra Record (raw)1r> E?ratTra ET Efra#t 
(Fit Record (raw)^ Era cvt^^lTra mee eme tw® Efra#i ET E?rattra Era 

S Close Click memtI eme tWM EsraftfM© ET EfEEfw Fra ETra i 

(C) . To Delete The Record (raw (EM) g 
S fM% Record Entry W ETMTEl[|E 

S Data Click 

'f Form Click memt MMft> Dialog Box MERE mEe 

'f Find Next Click mem ETErar mm mm Era 'Ira# Record traT CEETra me? Find Prev Click Erarar 
mm mm Era 'jra# Record traf CEETra i m?; meitie ra Record (raw)f!> raM© (Eit Record 
(raw)fi> Era metm 

S Delete Click 

S Ok Click wraf ^ Record (raw)1t rafra Elra 9 tra#ra 
S Close Click wrai^ Dialog Box 'sra Elra i 
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4. c T ( ex c t c to columns ( wfw tarer jrtggfl 



^ ftsfl ^ i creel's (^Fdst^TU ^wU Spacebar ^ i '®T^c®r 

’orT^f f^R? wfw felt i 





A 


B 


C 


D 


E 


1 


NAME BASIC 


H-RENT M-ALU GROSS 










2 


TUTUL 8000 


600 400 9000 










3 


RAKIB 5000 


500 400 5900 










4 


RAJON 6000 


400 300 6700 










5 


CHAND 7000 


650 400 8050 











Z <X|^U £NW C g P*lt'©'C g rf <J^ '©fa’fa 

Z Data Click Text To Columns Click, Delimited Click ^3, Next Click 
Z Space Click <R<f, Next Click, Text Click 

Z Finish Click <RR?it <Mltvw <FRTW WR Uw i 

** Window menu ** 

L NEW WINDOW ( wf^m 4<Fffq<i> <#f) 8 

Z Window Click RR^ 

Z New Window Click Wi wi$m3 4R4f*!<F <Ff*t Ml ^ t%S ^tt^s i 

2. A<R<RANG<E (WET Wl W jpfergjgrt C*KQ | 

Z Window Click, Arrange Click 

Z Option Click WN *l?r, Ok Click Rwit Open wl File « i 

3. Hide Window ( C*1M TKt) 8 

^ Window Click, Flide Click Wl Open Wf Window f!> ^cfi UtR i 

4. Vnfiide Window 0#W 3TKt ^Tt) g 

Z Window Click, Unhide Click Unhide Dialog Box WPTCR' «jfRR3r Wl CT WorkBook 
RpRic?j Nt; c 3 # Select rr^ 

Z Ok Click <M(.°ii> Hide Wl Window fi> ftR^ WbTCR i 

5. SPLIT ^ Wl) g 

Z Window Click, Split Click <mg°is> #Ufi5‘ W ^ WR i 

5(a). To (DeCete SPLIT (3frl 4 G<R Wt) 8 

Z Window Click, Remove Split Click #Uf!> ^ WR i 

6. mmZE (PANES Mt % W3 gKfl g 

Z ^ Row w Freeze <n^c<it Pointer ct Row ^ cW 

Z Window Click, Freeze Panes Click 

6(a). To <DeCete ( F ( R ( E ( EZ ( E (tjpgt C^TSTlt) S 
Window Click, Unfreeze Panes Click 
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To Create A Salary Sheet (ZWfT sjfbSicin cwci* CTW WWt) 8 

NB % wsw RrK PR§ '“f^Trc^iw wf ^ i sjoojc<M RR House 

Rent, Medical Alaunce, Lunch, twR (Tf'STTt <4R?. Profidient Fund, Income Tax, Group Insurence 
t^JlR '©R c^sr cslw RMT ^ i rtr rMt^r wf ^ Basic ^RfR R'Ir RR i Prc? PR§ 

^R siR^ic^ R>iH<ppt ' 3 T w n c*s ft ^R c'i's^r i 'stmR (34r stR&TtRR Rrk cr^ 

^us ^ g|R&iwt( witR wn?s ^rr Rrtr w rrt^ i wpg^r ^rrs^t RsRrPr® ^rR 

(RUrTR CRWtR RrK CRR wrPiR I 





A 


B 


c 


D 


E 


F 


G 


H 


I 


J 


K 


1 


Name 


Basic 


H-Rent 


Medical 


Lunch 


Gross 


P-Fund 


I-Tax 


G-INS 


T-Deduct 


Net Pay 


2 


Tutul 


8000 




















3 


Chand 


9000 




















4 


Rakib 


7000 




















5 


Raj on 


6500 





















4R1R R^ 5 e?<pI5w PfPiR® £ft¥ht r# i rtr rWtrr PR'S Cell 4R rcrt ^©£«Tf sfCRPt rsrTr *Tr Inter 

Press <mos ^ i P^PiR© 7FR©c«Tf *4 rR PR'S *rRr Rrr RR r>cr cw'3'Rl ^rrt^ i ^©t^tIr twites lf RtR# 
rt *n*OT r^iwir rririr rrj*r i cr cr4r ’'ItRr ^*ir RR rtr twra Rrir crr rrtt© niRTRR i 

^ C 2 Cetf 4 Mouse (Pointer 7 ^ 7/4 8 

=IF(B2>=8000,B2*45%,IF(B2>=6000,B2*35%,IF(B2>=4000,B2*22%,B2*15%))) 

^ ©2 CefC >4 Mouse (Pointer 7 R 7 I 4 8 

=IF(B2>=8000,B2*40%,IF(B2>=4500,B2*28%,B2*18%)) 

^ £2 CefC >4 Mouse (Pointer 7 R 7 I 4 8 

=IF(B2>=8000,B2*34%,B2*22%) 

^ £2 CefC *4 Mouse (Pointer 7371 * 1 8 

=SUM(B2.E2) =B2+C2+D2+E2 

^ £2 CefC <4 Mouse (Pointer 7371*1 8 

=B2*12% 

^ 7/2 OFF <4 Mouse (Pointer 7371 * 1 8 

=IF(B2<5000,0,IF(B2<8000,(B2-5000)* 1 %,(B2-5000)*2%+90)) 

^ 12 CefC *4 Mouse (Pointer 737 i*l 8 

=IF(B2>=7000,B2*22%,B2*8%) 

^ 72 OFF *4 Mouse (Pointer 7371*1 8 

=SUM(G2.I2) wRRf -G2+H2+I2 

^ 7(2 CefC <4 Mouse (Pointer 7371*1 8 

=+F2-J2 

To Copy The Formula R>fP <p<t 1 ) 8 < 4 <iR Prr Ppm^ C*|RTR <k^g^ '»nRRf Tpf sfGRU^tR RlRR^t CWf 
RlT^R C^ra RrTR RR^TlR I Rw PrC5R IWF IWRlR ^HJlHKRd p>ll(3« R ^3? Rp RRf ^R RRlR ft?TlRt ^ 
JjT^lG^fR R1RR3 R5RC5 ^CR WR*tTt W ^ITtRR I rR Rl5 (^TN 5 >l>l>ljf Rt? *4R|R 

wiwr Pf^R -?p r>r w ^4 r4P wir rt wr rrir Rth crr wi rir i RR^ ^nwi rrstR 
ntR I WIRT Rt RiRCT RR'S’Ml PmRR PrR csf^ Rr | 
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To Create A Result Sheet (WlWAizfforW <p<ni<p<n CW ^wt) s 

NB % CRlR £|1%&KR RTs? rcr wl^f (M i Rfh fiif^iFR 

RRR W Rp*1^BlR w R<lH (RR <Rf ^RRR #« 4R?, «IW RRCM RTS? I ^ RTS# D5 RRSS? 

^pRtgrhR PtG*J <pw (RQRt RtR I Wl^R WlRRT lRl?RfR® %(,<M RlRjiRJ R^ltR ^ RRG^J ^JSJ sfiRTG^lR RfRRR '»RRR 5 
ii^MfiR < #^ti *mhm <rr wf rir f*if% i 





A 


B 


C 


D 


E 


F 


G 


H 


I 


J 


1 


Sl-No 


Name 


Reg No 


Rool No 


Ban-1 


Ban-2 


Total 


Eng-1 


Eng-2 


Total 


2 


001 


Rakib 


32598 


05894 






Fonnula 






Formula 


3 


002 


Raj on 


32599 


05895 






Fonnula 






Formula 


4 


003 


Rafiq 


32600 


05896 






Formula 






Formula 



K 


L 


M 


N 


O 


P 


0 


R 


S 


T 


Math 


Econo 


Civics 


Logic 


History 


Geography 


Total 


Division 


P/F 


Avg 














Fonnula 


Formula 


Formula 


Fonnula 














Fonnula 


Formula 


Formula 


Fonnula 














Fonnula 


Formula 


Formula 


Fonnula 



^rTB R$nftf% fc©ft wm *ir sits w ^4>vjvs rrtf© ^gr i ^/^fiwR etts w ^§ w rrfrir 

ir ercrrr^r <mw$ ^tfiri ^tfbrn r^r; c-rr rir i r?r rtrrr iRpfg Cell ^r rw 

sfc?rr^t R5RTR RR Inter Press <mo© rgr i 

* Q2 CeCC 4 Mouse (Pointer 'C^l § 

=SUM(E2,F2) *m =E2+F2 

* J2 CeCC 4 Mouse (Pointer % 

=SUM(H2,I2) =H2+I2 

^ Q2 CeCC 4 Mouse (Pointer T3T*f % 

=SUM(G2+J2+K2+L2+M2+N2+02+P2) (SUM Rmft fR-5»R) 

* (R2 CeCC 4 Mouse (Pointer % 

=IF(Q2>=890, “STAND”, IF(Q2>=750, “STAR”, IF(Q2>=600, “FIRST”, IF(Q2>=450, “SECOND”, IF(Q2>=330, “THIRD”, “FAIL”))))) 

* S2 CeCC 4 Mouse (Pointer t^I % 

MF(OR(G2<66,J2<66,K2<33,L2<33,M2<33,N2<33,02<33,P2<33), “FAIL”, “PASS”) 

^ *22 CeCC 4 Mouse (Pointer t^I % 

=Q2/10 

‘To Copy The (FormuCa (<P 5 { e il' Rpt Rv^T) ° Salary Sheet bsft RRR RRR 1 r*i>?j$ RTR <p<tl i R*hf 

Rf*t RRiR fRRR | Result Sheet 4R R^Tt RfH RRt h'f’RCRR PfrB cRgr Pr i 



To Create A Commission Report (ffifafr tvft ^Wt) S 





A 


B 


C 


D 


E 


1 


Sl-No 


Code No 


Name 


Total Sale 


Commission 


2 


001 


E3G-501 


Md. Chand Ali 


85000 


Formula 


3 


002 


E3G-502 


Rafiqul Islam 


52050 


Copy Formula 


4 


003 


E3G-503 


Mr. Rajon 


35000 


Copy Formula 


5 


004 


E3G-504 


Mr. Rakib 


7000 


Copy Formula 


6 


005 


E3G-505 


Md. Kamal Hossain 


47000 


Copy Formula 



TL2 CeCC 4 Mouse (Pointer tRCR: 

=IF(D2<15000,D2*6%,IF(D2<30000,D2*12%,IF(D2<50000,D2*20%,IF(D2<75000,D2*25%,IF(D2>=75000,D2*30%))))) 
fifCRPt RRT ^ Enter Press RRR i W^TTrIr wlw CRGR 1 1% '*fCRR ^RR 1%f% r>cr '*rafB 
SKREt RMtfe’R Rf RRTR CRtR^R RGR ^TRlR fRRflR I (/R|R RWf RlWf P'T’RCRR' RRlWlR RRlRlR W I 
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To Create A Electric Bill f&T WWt) S 



ItoJJ 5 ' to fcsft ntotn Company totn 5 altos tototo to® ton i to (finnto to cn, ajtto 5 i^o 

tstoUn tos *m wf ^®m to ton i.* ton ton i too ttoto to *m nnto to ton i.na- tor to 1 v(to 
ttoto tos nnn <p<jct ®rn to to o to tocn 1 (?oo ttoto to nnn n^nto to to to ^..h tot nKn 1 ®in?. 
ton 5 (too ttociJn ttot *ito nm> (to 5 *n c<n*s to tot ton 's.i to 5 ! tocn 1 toinT'3 5 tototon 5 >sikg<m cto^ 

tots, to Mt nnln toT ton to 'Q ^ toto W^r 1 Cell No, Total Unit, Unit Price, Etc tonto cntm 1 



toniwcn ftoto tto cto £itoto torn to 1 to 1 





A 


B 


C 


D 


E 


1 


Sl-No 


Meter No 


Customer Name 


Total Unit 


Total Bill 


2 


001 


10001 


Md. Sazzed Hossain (Chad) 


850 


Formula 


3 


002 


10002 


Rakib Hasan 


350 


Copy Formula 


4 


003 


10003 


Mr. Rajon 


480 


Copy Formula 


5 


004 


10004 


Mr. Rafiqul Islam 


290 


Copy Formula 


6 


005 


10005 


Md. Azibor 


100 


Copy Formula 



£2 CeCC <4 Mouse (Pointer to: - *); 

=IF(D2<120,D2* 1 ,2,IF(D2<2 1 0,D2* 1 .75,IF(D2<350,D2*2.1,IF(D2<500,D2*2.7,IF(D2>500,D2*3.1))))) 
to totn tot to ctot Enter Press to 5 ^ 1 tofft# torttof Gto ctotot 1 4to Formula Copy to^r 1 
tont nto tottor ctotto 1 4 tont totnn tot 5 ' to ftsft tot to 1 






To Create A Wage Sheet (*F0t fr&ft WWt) 8 

aftf % to# (nrtok® (fit to tto (rto 5 torn tot tot cn, tom toto 5 toto v tot nm tot nnt^s 
ton 1 ®it b - tot toto arf® tonn wj torntn 5 $.0 ton ton cn®n tou tot ton 1 torn to v tonn to®fto cn n® 
tot to nncn (Tit totonn wnj ajf® tom tomcn; tot to toU tot ton 1 to totnto Overtime & Total 



Payment to tom ntftnnmc® ton 1 totonTJTtontnttownjf^nto to 5 ^to^^Mto^tnntotof 1 





A 


B 


C 


D 


E 


F 


1 


Sl-No 


Code No 


Name 


Working Hour 


Over Time 


Total Payment 


2 


001 


IIT-101 


Kamrul Islam 


15 


Formula 


Formula 


3 


002 


IIT-102 


Razzak Ali 


12 


Copy Formula 


Copy Formula 


4 


003 


IIT-103 


Babul Ali Khan 


8 


Copy Formula 


Copy Formula 


5 


004 


IIT-104 


Rabiul Mia 


18 


Copy Formula 


Copy Formula 


6 


005 


IIT-105 


Zafor Bhuiyan 


16 


Copy Formula 


Copy Formula 



£2 CeCC 4 Mouse Pointer totTt: =IF(D2>=8,D2-8,0) 

£2 CeCC 4 Mouse Pointer ISTCt: =IF(E2>0,8*20+E2*25,D2*20) 

to ^ito afcnPt nmt ton ctof Enter Press nm 5 ^ 1 tottoln nton^t Gton cton 1 totn Formula Copy nm'n 1 
ftont nmn *mi*m ctoncm 1 tocnt tow jjftoto tofft to 2®ft nmt ton 1 
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To Create A Premium Report ($fot CWMrffa feft ^Wt) S 

M (MM %ft fiftf ft® ft^ sllM ^ Premium M<ft wf^n ^ w^r M# 

%TT ftF itiw ^ (FT, w i(t WM ^m Premium i£oo Rft4 i wt ^o wm ~5p? f 

Premium 3 M ^ooo Rft4 i Wf 8£ WM ^ Premium ^800 Rft4 1 W 8<? WM iS’tM ( 3 M M 
Wff Premium yb-00 Rr>T 1 ^§Mft® ’‘Fslyilw •TPt 'Q W ^TlM <$H w Preiuium '©t CM 1 





A 


B 


C 


D 


E 


1 


Sl-No 


Code No 


Name 


Age 


Premium 


2 


001 


TU-1001 


Md. Rahim AN Khan 


85 


Formula 


3 


002 


TU-1002 


Rafiqul Islam 


52 


Copy Formula 


4 


003 


TU-1003 


Mr. Rajon 


35 


Copy Formula 


5 


004 


TU-1004 


Mr. Rakib 


7 


Copy Formula 


6 


005 


TU-1005 


Md. Kamal Hossain 


28 


Copy Formula 



£2 CeCC 4 Mouse (Pointer MM: =IF(D2< 15,1 500, IF(D2<30, 2000, IF(D2<45, 2400, 2800))) 

&& £fMPt Wf MM Inter Press 1 ^lT*fN# «p®iI^p°i C'dM C^tM^ 1 ft lc fC^M ftf% £fMPt 

^i <fwm mmm^ <tm wfm fttrpf 1 c^pt wot «nwi ^twm w*ru 1 



To Create A Sales Report 8 





A 


B 


C 


D 


E 


F 


G 


H 


a 


J 


1 


Sl-No 


Code No 


Name of Item 


Quantity 


Unit Price 


Total Price 


Commission 


Payment 


Paid 


Return 


2 


001 


MB-501 


Rice 


8 


220 








2000 




H 


002 


MB-502 


Tea 


5 


56 








500 




4 


003 


MB-503 


Sugar 


7 


850 








6000 




E3 


004 


MB-504 


Soap 


3 


105 








500 




D 


005 


MB-505 


Fish 


15 


85 








1500 





<F2 CeCC 4 Mouse Pointer MM: =D2*E2 Q2 CeCC 4 Mouse Pointer MM: =F2*5% 

PC2 CeCC 4 Mouse Pointer MM: =F2-G2 J2 CeCC 4 Mouse Pointer MM: =I2-H2 

^31^ £JmM Wf Mm Inter Press W^r 1 ^TMFt# mtNM C'dM MM*r 1 ft MtFM ftf% fijMPt 

«^l ^t ^C® MMM^ <TM WFM fttTPf I (FFFt WOT <4FFM ^jWlT W*rU I 



To Create A Bank Pass Book (WfcW *tPf t&ift ^Wt) 



o 

o 





A 


B 


C 


D 


E 


1 


Date & Time 


Previous Balance 


Deposit 


Withdraw 


Current Balance 


2 


05/06/02 


5000 






Formula 


3 


06/08/02 


Formula 


6500 


500 


Copy Formula 


4 


08/09/02 


Copy Formula 




5000 


Copy Formula 


5 


12/12/02 


Copy Formula 


4000 




Copy Formula 


6 


02/02/03 


Copy Formula 




10000 


Copy Formula 



£2 e£$ 3 CeCC 4 Mouse Pointer MM: =B2+C2 -D2 

£|MPt Wf ^M C^lM Inter Press W^r 1 WKM# *p®iI*p®i 'C’fM 1 MM Formula Copy W^t 1 ftM 
WSfT 'Q ^IMM M ft»lM v\ 2fMM «S ftslft© ft^MM ftpS MM CSfM fftf I 
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